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ABSTRACT

The overall objective of the Technical Information
Support Activities (TISA) Project is the production of a "Post
Commander's Handbooki*—The handbook will be instrumental in achieving
greater utilization of available technical information resources to
assist army scientists and engineers engaged in the support of army
compat and other operating forces. The input data consists of a large
amount of detailed information concerning present operating
procedures practiced in the performance of various functions in
different Army Technical Libraries. The project is broken up into
sixteen separate efforts (modules): (1) visit, observe and describe;
(2) mission and long range planning; (3) organization and management;
(4) networks; (5) personnel management; (6) budgeting; (7)
performance measurement and evaluation; (8) cataloging,
classification, indexing, abstracting and file organization; (9)
physical processing; (10) identification, evaluation and selection of
information sources and services and collection maintenance; (11)
current awareness; (12) reference service; (13) circulation; (14)
personal files; (15) automation and (16) capping module. (NH)
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PREFACE

This Design Study has been conducted on behalf of the
Scientific and Technical Information Branch, Picatinny |
Arsenal, CLover, N.J. in support of Work Unit 02/005 of the
U.S. Army"s TISA Project.* The purpose of this study has
been to design a project or series of projects which would |
produce guidelines to enable each individual Army Technical
Library to prepare speciflc standard operating procedures
or other comparable managerial or administrative tools which
would be appropriate for its particular set of circumstances.
The work has been performed by the faculty and staff of the
Research Center for Library and Information Science, Gradﬁate
Library School, Indiana University, Bleemington, Indiana,

The advice and comments of Dean Bernard M. Fry and Dr.
M.H. Lowell, both of the Graduate Library School faculty,
have been particulariy helpful, and are gratefully‘acknowledged.
The7guidance and interest shown by Mr, Michael A; Costello of
Picatinny Arsenal, under whose sponsorahip this study wasv
undertaken, and Dr. Henry Voos of the faculty of the'Graduate
School of Library Service, Rutgers, The State University, many
of whose ideas were seminal to this study have also been
greatly appreciated. The authors, nevertheless, bear full |
responsibility for any statements and recommendations made.
The assistance of Mrs. Sharon Marcyes in the preparation of

the manuscript has also been particularly appreciated.

*Technical Information Support Activities Project
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I. INTRODUCTION

A, Puggose

The purpose of this report is to present a plan for the

orderly implementation of Work Unit 02/005 of the Technical

Information Support Activities Project (TISA) of the Office
of the Chief of Engineers, Department of the Army, and the
Army Research Office. The title of Work Unit 02/005 is

"Standard Operating Procedures for Technical Library Services,"

It is part of a larger task within the TISA Project, Task 03,
“Information Activities Operating Methods," bqing conducted
with the participation of the Federal Library;éommittee and
the Library of Congress. |

The overall objective of the Task is the production of

a "Post Commander's Handbook." The Handbook will be

instrumental in achieving greater utilization of available

technical information resourcas to assist Army scientists

and engineers engaged in the support of Army combat and

other operating forces. The Work Unit with which this

particular report deals must provide a particularly essential

contribution to that Handbook. It will amount tc the
reduction to effective operational practice of the variety
of alternative.operéting procedures pc¢ssible in various
functional areas in different Army Technical Libraries.

Most of thé products of this task will be applicable
to most,technicél information support activities in the

Federal community, and indeed to such activities in general,
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B. Organization of Report

After setting forth the overall objectives to be met by
this Work Unit, 02/005, in Section II, the selected approach
and a discussion of the alternatives that were considered
are presented in Section III. With the approach delineated,
the relation of this Work Unit, its objectives, approach, |
products, etc., to other Work Units in the TISA Project,
is discussed in Section IV. Some of this discussion of
relations will be repeated, for completenéss. in conjunction
with the delineation of specific research efforts. The |
remainder of the report is organized into sixﬁeen modules,
reflecting the approach chosen, explained in Section IiI.
Each of these is written to be essentially complete in
itself to enable it to be used as the basis for an RFQ
should the Contracting Authority so desire. Modules are
numbered, "M1* thru *M16" and pagination is complete within

each one, @.g. M3 = 1 to M3 - 5 for Module 3.
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II. OBJECTIVES

To understand the objectives of TISA Work Unit 02/005, it
is essential to clearly understan? the overall objective of
the Technical Information Support Activity program. As
Granger has warned, ";..research and development money‘is
sometimes spent on projects which are later abandoned because
they are inconsistent with broader ~orporate objectives." (7:64)

The overall objective of the Department of the Army
Technical Information Support Activity Project has been stated
as follows:

This project provides RED in technical information
prozessing to more efficiently supply information
to those Army scientists and engineers responsible
for providing the soldier the equipment he needs to

perform his mission, (27:1)

Also

To provide more effective technical information
support activities to Army elements through
experimentation with information techniques, the
development of information handling procedures, and
the utilization of data processing devices.... |
through experimentation, scientifically sound
information can be made available for improving the
effectiveness of technical information support
activities and for the preparation of guidance and
policy documents., (27:1)

Work Unit 02/005 would appear to carry the lion's share of

thé responsibility for implementing the last named objective

insofar as present standard operating procedures are concerned.
The“following subordinate objectives are integral to the

successful completion of the Work Unit:

1. To develop guidelines and/or manuals which can be used




by Army Technical Libraries to prepare, or overhaul, internal
standards, standard operating procedures, and other operational
or procedural media.

This objective deals with those aspects of library operations
and services which can be designed, modified, or adapted in
specific ways without influencing systems external to the
library (e.g. other Army Technical Libraries, etc.) in‘which
the procedures are being developed, The development of
guidelines to assist individual Army Technical Libraries to
determine space needs would be one example.

2, To develop quidelines and/or manuals which can be
used by Army (Or DoD or Federal) Technical Libraries to
prepare, or modify, external (e.g. inter-library procedures)
standards, standard operating procedures and other operational
or procedural media.

This objective is necessary because exploitation of library
automation, inter-library cooperation, eté., to cope with
the sc-called "information explosion" dictates that some
aspects of libréry opegations and services be parformed in
a consistent manner throughout the.systemwof Army Technical
Libraries.  Questions of vdcabulary compatibility, inter-
library loan procedures, etc., are representative of such
activities. | |

In short, the Work Unit considers those aspects of
library operations and services which tend to increase'the
efficiency‘énd effectiveness of the "total" Army Techn;cal
Library 8ystem, when performed in a consistent manner.‘

Care must be taken to insure that objectives 1. and 2.!do

not conflict, Where specification of external procedures

A
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might impair the effectiveness and efficiency of individual
libraries, priority must be given'to the individual iibrariess
because these may play vital roles in the ability of the
organizations they support to carry out their missions,

- 34 To identify specific aspects of Army TechnicalfLibrafy
operations and services which are to be specified in terms of
1. and 2, above, |
It is the responsibility of this report to identify aspects
of technica1~library operations and services which are emenable ;5
to specifiCAtiom,in terms of 1, and 2, It will, however,
be necessary fpr the agency or agencies actual accomplishing :
the Work Unit, in cooperation with the Contracting Authority, é
tovfinélize the specific aspects to be so treated. It will |
also be thgir responsibility‘td assign relative prioritieg for
each aspect,‘baséd on the results of the recommended survey
df Army Technical Libfaries, and the advice of the Contractingf

i

Authority.

4, To define and identify the class, “"Army Technical
Libraries.” | - |

. The Army Technical Library complex is made
up of approximately 107 libraries. These _
are widely separated geographically and differ
much in character, scope, collections, staff
size, location in supervisory organizations,
‘mission, services and operations and many
‘other characteristics. Some serve research
organizations, both basic and applied. Scme
are for the use of the developmental scientific
and technical groups. Some are for test and
evaluation groups.  The subject contents vary -
widely, covering the majority of scientific
+ . and engineering disciplines and sub-fields. )
| | (38:16




In order to conduct the recommended survey, it will be

necessary first to define Army Technical Libraries and

then identify those information systems within the

Department of the Army which meet the specified definition.
Traditionally, scme such definition as the following might
suffice, "Repositories of books, reports, journals and |
other information artifacts which make scientific and technical
information in one or more fields available to those who

need it." Today, a‘passive "repository" is usually not

enough; the social sciences, the humanities and others, as
well as the "hard sciences" and the technologies, may need the
support of "technical libraries" and information must usually

be provided, not just made available, Assistance is provided

by references. (15),(29),(31), and (33).

5. To procure and analyze existing standards, standard
operating procedures, and other operational or procedural ;
mediao |
An integral component of the recommended survey is the
procurement and analysis of existing standards, standard j
operating procedures, and other operational or procedural

media. Wessel, et al (38:24) have identified a wide

variety of standards, policy statements, standard operating
procedures, etc., which exist within the context of Army
Technical Libraries. It is the responsibility of this Work
Unit to:

(1) Collect as many as can be identified, f

(2) Analyze them as to their adequacy and utility, and
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(3) Utilize them as input to later stages of
the Work Unit.
6. To identify, delineate, and evaluate the interface
of TISA Work Unit 02/005 with other TISA Projects completed, in
progress, or contemplated.
As would be expected, a number of TISA projects are of
direct relevance to Work Unit 02/005. For instance, TISA Work Unit
02/015 (Staffing Guides) would provide direct §nput to TISA
Work Unit 02/005 by furnishing guidelines to personnel
requirements by quantity, position titlest stéffing guides,
etc. A more detailed analysis of these relationships is
presented in Section IV, Suffice it to say here that the
Work Unit should determine:
(1) The current status of related TISA projects.
(2) The relationship of other TISA projects,
completed, in progress, or contemplated,
to Work Unit 02/005,
7. To determine the utility of the Work Unit's
outputs.
It is important that the individual outputs of the Work Unit
be evaluated within the context of a variety of operational
environments (i.e. Army Technical Libraries) to determine
their utility under various conditions. Questions which Shouid
be addressed are: W
Do the outputs appear to promise to improve signif-
icantly the effectiveness and efficiency of Army
Technical Library operations and services?
Can Army Techniéal Libraries, with a minimum cf

effort, adapt the outputs to existing procedures
and methods?

o4 s By
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Are the outputs stated at the proper level of
sophistication, specificity and exhaustivity?

8, To evaluate the utility of the overall TISA Work
Unit 02/005.
An analysis of the utility of the overall TISAa Work Unit
should be undertaken. This analysis could be accomplished
in two ways:
(1) As an integral component of the Work Unit
itself, and/or |
(2) Through TISA Work Unit 01/002 (Reports
effectiveness and utility).
The manner in which objective 8. is accomplished depends
largely upon the operational status of TISA Work Unit 01/002
at the time of the analysis. If the Work Unit is then

inactive, it will be necessary to develop a special component

st TR mo e WO \

within Work Unit 02/005. If it is active, the output generated

by Work Unit 02/005 can serve as input to Work Unit 01/002,
However, since TISA Work Unit 01/002 is designed to rely

entirely upon the analysis of research reports, an analysis
of actual impact of the results as a component of the Work

Unit seems highly desirable,




III. APPROACH AND ALTERNATIVES

A. General Considerations

The kind of standard operating procedures this study
deals with is not, unfortunately, like the kind of standarad
operating procedures that can, and normally should be, prepared
with respect to the operation of a given piece of machinery ;‘T
or equipment in a given type of situation, There are far too
many variables, many of them not yet surely identified. There

is, furthermore, little understanding of even the qualitative

- = much less the guantitative - - relations between those
parameters and othe: factors and parameters in the environmental
situation in which i;formation processing activities of
interest take place. Among the principal parameters which
will or might determine the best particular standard operating
procedure with respect to some particular information processing
function, are the following: '

+ Mission of the organization or organizations supported

by the technical information activity, hence, the

mission of the technical information support activity f
itself,

« The size of the user population served.

+ The nature of the user population served, especially
with respect to scientific and technical competence.

« The physical distribution of the population served.

« Budgetary constraints.,

« Factors relating to urgency and required speed of




response

« Equipment available.

. Staff available for information processing activities.

« Physical facilities availsable,

‘fo further complicate the matter some of these same parameters
may need reexamination and readjustment in the light nct only
of other parameters but also of what standard operating
procedures turn out to be practicable.

Such general facts of iife led to an early agreement
between the contractor and the contracting agency that to
simply prepare a "cookbook" set of very specific recommended
operating procedures as the final product of Work Unit 02/005 would
be an exercise in futility.

There is nevertheless a real and urgent need for such
standard operating procedures and in general for the implementation
of the objectives discussed in the previous section. To
realize a workable compromise, we must refrain from trying to
prescribe specific operating procedures to be s tandardized
at the day~to-day routine operational level. Rather, the
attempt must be made to develop materials to assist the
individual librarians to do this. These materials must
clearly explain the available alternatives, the circumstances
which tend to prefer or favor each and the likely results
of each,

This approach requires that the various ways in which
specific operations can be accomplished be first determined,

then screened fcr those that can be considered to have proven
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themselves in practice, then related to whatever parameters,
factors, variables, etc., influence the choice between them.
It requires that the final product be particularly carefully
designed. This means that pictorial, schematic, tabular,

or other such means should be used instead of, or at least
in addition to, any straightforward textual discussion when-
ever possible. Their level of sophistication and their
assumptions of bhackground knowledge should be based on

the assumption that the user will be an "average Federal

librarian." Roughly speaking, this can be considered as a

person having an M.L.S. or equivalent deqree and at least

two years of experience as an operating librarian. Some
exceptions will be necessary. For example, procedures for
outlining the mission of the technical information organization
or procedures for determining a best overall organization
probably cannot be expressed in such straightforward and

simple fashion. In general, exceptions should not be made

unless absolutely necessary arnd then only to the minimél

possible extent.

B. Alternative Implementations

Several mutually exclusive sets of alternatives were
considered. In defining these, not only basic principles of

library and information science need to be considered but 3

also any available knowledge of those organizational, policy

and budgetary matters which might increase or decrease: the
chances of various alternatives being able to be adequately E

implemented.




S . . v, y i - TR R ¥ 2l s " Nt baual " i v v T i T . 4’\

III., 4

One basic decision that must he faced repeatedly in
the design of an implementation of Work Unit 02/005 is
whether or not each specific area of concern to Army Technical
Libraries is or is not amenable to SOP treatment. It had
originally been expected that a number of such areas would

: end up with the tag, "Not now suitable for SOP treatment."

As it turns cut, only one érea [not counting such new areas

as COM (Computer-Output-Microfiche), holographic storage, etc.]
is to be given that tag! That is the area of programming

i of computers for information processing. This is in too

much of a state of flux to warrant any SOP type treatment

at this time, Many other fields were included, however, in
the feeling that even though only a small portion of the

area might yet be reduced to an SOP type of treatment, it

would still be worthwhile to attempt such treatment., An

example is information in general.

C. Monolithic or Modular?

The most basic decision to be made was between accomplishing

Work Unit 02/005 by means of a single (monolithic) contracf

or by two or more contracts. The following factors favored

the monolithic approach:

« Unity and consistency - = with a single contractor the
various different elements and functions that had to
be treated would presumably be treated in a more

g, | internally consistent and interrelated fashion.

« Ease of administration - - presumably it would be

Mo



easier to deal with a single contractor. It would
also be easier to refer to the single project in
relation to other parts of the overall TISA project.

. Economy of effort - - with a single contractor covering
all problems that had to be covered, specific tasks
could be so assigned as to enable individuals or
small study teams to tackle several objectives at the
same time even though they might not be too closely
related subject-wise.

Factors favoring two or more contracts, with emphasis on the

B T S

"more" are:
. Budget difficulties would be reduced by enabling funding
to be usad as it became available.
. Different viewpoints and experiences would be brought
to bear. Especially important: recognized capabilities
and expertise could be applied to the areas to which

it would be most appropriate.

N T T

. Parts of the Work Unit might be scheduled to interact

more effectively with other efforts, particulariy

those of other parts of the TISA project.

. By reducing the size of each specific contractual ]

.entity, smaller contractors - - perhaps even individuals
in some cases - - might be engaged, thus broadening

the base of possible choices of contractor. ‘ E

Considering these alternatives the decision was made to |

recommend a modular approach with emphasis on many ?ather




than just twd or three modules. Perhaps the deciding factor
was the belief that one of the biggest disadvantages of the
many module approach, namely the repeated annoyance of
libraries and their personnel by being visited by a number of
different contractor personnel on relatedlmatters, might be
overcome by careful planning. This accounts for the existence
of the initiating module, the "Visit, Observe, and Describe
(VOD) Module," whose purpose is to limit such annoyances of

the librarians to a single visit which would collect the

input data to serve any or all subsequent modular efforts.
With proper implemenation - - i.e., a proper choice of
contractor and the laying of pnroper groundwork for the visits

- = the VOD module concept should work. On this assumption

the decision was made to adopt a many-module approach.

D. Choices of Modules

The choice of the rest of the modules was further narrowed
by4recognizing that some areas which were felt to be amenable

to SOP treatment were already adequately taken care of within

the TISA project. To call for a duplicate effort would be
unreasonable. However, it did not seem safe to assume that
"the products of such other efforts would meet all the

requirements of the modules planned as part of this Work Unit.

As a matter of fact, even the modules called out in th;s Work
Unit could be expected to produce some duplication and leave

some gaps., It was accordingly felt necessary to call for:

a "capping module." In general this module would have»four

functions:

£ B N




(1)

(2)

'; | (3)

(4)

ITI. 7

To give whatever "less-than-modular” treatment
might be needed to all areas rot explicitly covered
by modules designated under this Work Unit. (This
would, of course, be limited to areas felt to‘be
susceptible to SOP treatment.)

It would relate, reconcile and render internally
consistent and compatible those areas mentioned in
(1) above together with all of the products of the
modules. This would presumably be actually
accomplished in connection with the accomplishment of
the next function.

The 'production of the final product of Work Unit

- 02/005 in such format as to enable it to be incorporated

directly into the Commander's Handbook.
From its vantage point of hindsight, the capping unit
would detail a sort of post-operative module entitled,

"Follow-on and Assessment,"”

With the acceptance of the capping module concept and the
{' , delineation of its functions,the remaining alternatives
were pretty well narrowed down to what technical and

administrative fields to call out for treatment as modules.

? Figure 1 presents the particular choice recommended,

E. Options for Combining Modules

As can be seen from studying Fiqure 1, a wide latitude of

options are available for combining various ones of the modules
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there identified. This should provide adequate flexibility
to adapt to both budgetary and teclinical developments.,

while it was not designed with this in mind, at the
extreme the configuration in FPigure 1 could be viewed as
the internal structuring of a single large effort or contract,
shoﬁld that prove to be most to the liking of the Contracting
Authority. 1If, instead, a two-part effort is desired, a
fairly obvious reconfiguration of Figure 1 would be to absorb

the individual technical and administrative modules into

either the VOD or the Cappiﬁg Module. A three-part effort
can obviously be made from the VOD and Capping Modules with é
all the others combined to make the third. | |
Beyond that, assuming that the concepts of the VOD and
the Capping Modules were to be basically retained, there
obviously are many different combinat;pns of the technical
and administrative modules. For example, Module 8 and 9
could be grouped as technical services and'Modules 1, 12,
13 and 14 could be grouped as user services., To depict more

clearly those combinations which we, on the basis of our

conception of these modules, would recommend for priority
combinations, Figure 2 shows one possiblefhierarchy of such

combinations.

F. Influence on Form of This Report

The decision to recommend the mqgular approach just
described is reflected in the format of this report. It is

so arranged that the different module descriptions can
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be lifted out separately and used as problem descriptions in

the RFQ ( Request for Quotation) process.,

N R
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IV. RELATION TO OTHER PROJECTS

This section deals with relations bhetween the subject
matter of Work Unit 02/005 and other work units in the TISA
Project., Time and resources available did not permit checking
beyond the TISA Project. This is not really to be considered
as a major defect, however, since responsible Army officials
cannot excuse themselves from discharging their responsibility
to see that the weapons and equipment of their commands are
based on the best technical information available simply
by pointing out that some other governmental agency, even with-
in DOD, seemed to be supporting a similar pfoject.

Actually the TISA Project does have a huilt=-in work unit
specifically designed to check that possibility and to react
with maximum intelligence, yet safety, to any apparent
occurrences of duplication. This is the three year “Long
Range Research Program" recently initiated under TISA Work
Unit 01/003. Offhand it might appear these two work units.
are nearly or entirely unrelated since 02/005 deals with

reduction to optimum practice of proven procedures, while

01/003 will identify problems and prepare research designs to
solve them with its results not to be placed under active
research for two or more yearss. The link which relates

the two was written into the proposal for the contract for

Phase I of the Long Range Research Program under the heading,
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Application Lags, pointing out that one problem possibly
needful of research might he the faiiure of operating
organizations to reduce to practice existing solutions or
rublished research results. This matter will come under the
most careful consideration of 01/003 during Phase II of

that work unit. Accordingly, it is recommended that contact
be established and maintained hetween those concerned with

“implementing these two work units.,

A general discussion of apparent or possible relations |
between this work unit and other TISA Project work units |
is given here, Where relevant to the task of implementing
any particular module, such relations will be discussed
again, usually in greater detail. Work Unit 01/002, which

provides for review and evaluation of all past, present, and

e A R SR D S TR .

future ATLIS* and TISA reports may well produce comments on

particular operating procedures resulting from TISA reports'

that should be considered for inclusion in the guidelines

or other products resulting from the present (02/005) work %

unit, i
Work Unit 02/001, "Criteria for Operational Standards,"(37h(38h(39)%F

is, of all the TISA Préject work units, the most relevant to the |

present one, having been designed as its forerunner and

basis. The products of that work unit, which is now completed,

were most helpful in the preparation of this Design Study

by stimulating thought and by pointing out areas that needed

*The ATLIS (Army Technical Libraries Improvement Studies) !
Project was the forerunner of the TISA Project.
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attention., Unfortunately, we do not feel they can be
incorrorated directly into the implementation presented

by this report. This is primarily because Work Unit 02/001 was
concerned with the application of fairly sophisticated %
techniques whereas this Work Unit (02/005) must strive

for simple exposition, explication, and selection at a level
which the average Federal librarian can comprehend, consider
and apply.

Work Unit 02/003, "Preparation of Library Regulatory

Guide," will be particularly relevant to some of the modules

of this present work unit. Where this is the case it is
noted in the appropriate modules. In general, however, the
attention of all contractors should be called to this
excellent compilation and each contractor should screen it
for further possible relevance or guidance to his area. This
also may be relevant to procurement problems. In this connection,
see also the discussion in this section of Work Unit 02/016.

Work Unit 02/006, "MARC II Tape Test Analysis," may be

relevant in two ways. In the first place, the MARC II tapes

will provide machine-readable information about all text-

books published in the English language, hence they couldwbe

used by technical libraries as a source from which to excerpt
needed items, Perhaps more significant is the possibility

that a comparable system could be developed for centralized

cataloging, classification and indexing of reports or

l"idurnal articles using the general format and approach used

in the MARC II tapes as a model.
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I
Work Unit 02/007, "Procedure for Preparing Detailed

Indexing Terminology," is not presently active but is expected
to be activated in the near future. This might relate to

several of the modules of the present Work Unit.

work Unit 02/008 is, for the moment, completed, having
produced DA pamphlet 70-1, "User's Guide to Library Services.®
All contractors for the present Work Unit should be familiar
with the existence and nature of this pamphlet. It may suggest §

topics for their consideration or investigation., Also, they

may want to call the attention of the TISA Project to the
need for changes in that pamphlet as a result of their

investigations. We would like to suggest that some consideration

be gqiven by the TISA Project leadership to revising this

Lol st S e

useful pamphlet so that while it still serves as a general
guide as at present, it also specifically refers to a section, 1?
appendix or separate publication - - which might well be in
looseleaf form - - which contains an up-to-date and very
specific set of instructions, descriptiohs, procedures, names,

telephone numbers, etc., as necessary to make maximal use

of the information facilities at the particular library.

That is, each different technical information support
activity would have a combined vehicle utilizing the general
guide adapted from the exiéting pamphlet and a separate
portion or section particularizing its own services,
facilities, etc.

Work Unit 02/009, "Technical Library Personnel Training,”

e T
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has produced a number of reports. While none of these appear

to be sufficiently oriented to the objective of the present

Work Unit to make it unnecessary to identify a module in

this area, the contractor or contractors whose modules

relate to personnel trainuing in any way should carefully

study them, ?
Work Unit 02/010, "Me~hanical Support Equipment fo;

Technical Library Operations," This area seems to he well

enough covered so is left to the Capping Module,

Work Unit 02/012, "TISA Project Model Library," will be
relevant to most modules. The VOD Module contractor should
definitely plan to visit the Model Library at Savannah, ,

Georgia.,

Work Unit 02/G13, "Commander's Handbook on Library

Onerations and Organizations," is clearly extremely relevant

to the current Work Unit which must provide an important part

of the input thereto. It should especially be a responsibility f

of the Capping Module contractor to coordinate fully between ' %;
|

this Work Unit and the Commander®s Handbook.

Work Unit 02/014, "Guidelines :c..d Performance Standards
for Library and Technical Information Physical Facilities,
Furniture and Equipment,” is just now being activated. As
a result, ano module has been called out in this area for the
present Work Unit. Therefore, this is one of the items that

the Capping Module must take care of. The following comments

will apply not only to the Canping Module's treatment of
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this area but also to its treatment of several.other similarily
circumstanced areas and will be referred back to from them,

The way the Capping Module handles this will depend on several
factors, probably principal among them being the time phased
relationship between the Capping Module and the other study
being discussed. If the other study is completed before the
Capping Module is commenced, then it will be a simple matter
for the Capping Module to put the products of that study

into a format that will make them compatible and consistent

with other products of the present Work Unit. If, on the | |

other hand, the Capping Module starts long before the anticipated
completion date of the other study then the Capping Module | | f
contractor must decide whether to go ahead and treat the area |
in realization that some duplication may be thereby incurred ! %
or whether to defer treatment of that area until the results 4
of the other study are completed., In the latter case, of
course, it may mean that the Capping Module will not be

able to consider those results at all before its own termination.

Finally, if there is an overlap in time between the Capping

Module and the other study,perhaps the contractor for the

other study can be persuaded to put his final results in
a form that will be compatible with the rest of the final

product prépared by the Capping Module.

Work Unit 62/015, *Staffing Guides," has just been
awarded to a contractor. Therefore, a module in this area

has not been called out, and this constitutes another area %

e S i oa iy
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to be treated by the Capping Module contractor in the same
fashion as described in the preceding paragraph with respect
to equipment. '

Work Unit 02/016, "Acquisition of Library Material," is
a new TISA Project work unit, An RFN is, as of this writing,
in the process of being issued. It is our understanding that
this Work Unit will cover all acquisition procedures from
the time a list has been generated onward but will not
consider those identification, evaluation, and selection
processes that go into the making up of the list in the
first place. Since these latter are an important part of
technical library operating procedures and since they are
considered by us tobe amenable to SOP treatment, a module
has been called out in the latter area. It will be up to
the Capping Module contractor to reconcile any inconsistencies
or apparent contradictions hetween the results of this moduie
and the results of Work Unit 02/016., Furthermore, the Capping
Module must check the latest product from Work Unit 02/003, or
its successor, and any work units that treat the question of
centralized procurement or centralized identification (e.g.
current awareness listings such as the MARC II tapes) ﬁo be
sure that all relevant information and procedures have been
gathered intothe right place and considered vis-a-vis each
other. |

Work Unit 02/017, "Cost Analysis of Information Analysis
Centers,"” is another new addition to the TISA Project. This

will certainly relate strongly to Module 7 on performance

o Al
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- to make them amenable to being included in the Commander's

~ Handbook along with the other products of 02/005.
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measuring and evaluation, but would not seem to preclude the
necessity for that module. Depending on the scoove and
implementation of 02/017 it may also relate to other modules
and particularly would be expected to relate to the Capping
Module's task to detail any follow-on and assessment of 02/005.

Work Unit 03/002, "Library Services Automation,"
certainly relates strongly to the automation we have called out.
However,-it is our opinion that 03/002 has such a different
orientation and objective that it cannot be expected to cover
the ground that needs to be covered for the present Work Unit
(02/005). Yet we do feel that there is.sufficient practical
experience to warrant an attempt at the kind of SOP treatment
with which this report is concerned.

Work Unit 03/003, "Installation Seléctive Dissemination
Plan," The reports prepargd in the U.S. Army Natick Labs as
the produét of this Work Unit should be studied by the Capping

Module contractor with a view to reformatting them as necessary

Work Unit 03/005, ”Interface’of Technical Librariés with
Other Information Problems," will relate to at least the
module on networks and the one that includes inter-library loans.
Work Unit 03/007, "Techniques and Guidelines for Management
of Classified Documents Collections in the Department of
Defensé Libraries," apparently covers this topic adequately

so that no module needs to be established. Again, however,
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the Capping Module must consider the final report of that
Work Unit (03/007) for probable modification and inclusion
in the final product of 02/005.

Work Unit 03/008, "Automation of Library Services,"
would appear from its title to relate to 02/005, but does not
and can be ignored.,

Work Unit 03/009, “"Translation Resources,” will be related
to three different modules in which some aspect of translation
is treated. Procurement of existing translations is considered
in the Capping Module under Acquisitions. Procurement of
translation services from outside of the organization would

. he considered under the module which keeps selection of
materials and services., And the provision of translation

- services in-house would be considered in one of the user
services modules, in particular the one which treats reference
services,

Work Unit 03/010, “Public Relations Handbook for Information
Activities," seems to cover the situation well enough so that
a module is not called out for that, This,»therefore, is
another area that must be reviewed by the Capping Module and
integrated with all the rest.

Work Unit 04/003, "Networks and Communications," is not
presently active but may be activated at any time, If so,
this would, of course, relate to the networks module and
might well relate to the interlibrary loans module.

Work Unit 04/004, 5COLEX Experiments," is éctive and its

progress should be checked for interaction with the automation

and networks modules.




1 MODULYE 1

gf  VISIT, OBSERVE AND DESCRIBL

; T. Introduction

f The totality of effort necessary to accomplish the

i ohjectives of Work Unit 02/005, Standard Operating Procedures
é) for chhniéal Library Services, of the Army's Technical

% Information Support Activities Project (TISA) requires as

? input a very large amoﬁnt of detailed information concerninqg
; present operating procedures practiced in the performance‘of
g various functions in different Army Technical Libraries.,

5; This data-gatherinqieffort should be done by a single agént

é and, as far as each installation to be visited is concerned,
f preFerahly during 6ne visit, for the following reasons:

g (1) Intolerable annoyance could he caused by many /
; revisits to the same library to observe different

;' functions, especially if it were by personnel of

different agéncics or contractors who would need
repetitious briefings’in most cases,

(2) To insure that all necessary areas are covered
systematically, without duplication or omissioﬁ; and

(3) To obtain uniformity of reporting.

3 This section defines a module whose objective is to gather

. ' ‘ . - ) : : | ’

i that input data. It is referred to as the "Visit, Observe

% 4 ; ;

1 and Describe," or VOD, Module. The term "contractor" will be

used to mean any agency, Federal or non-Federal, which performs

the work indicated.,

S5 e e S S
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II. Relation to Other Work

This module provides one specific input to each of the
other modules, including Module 16, the Capping Module. That
input is a description of "what's being done and how," i.e.
the operating goals, policies, procedures, techniques, controls,
methodnlogies, etc. relevant to that particular module in
Army Technical Libraries. The contractor for this (VOD) Module
must assume that the contractors for other modules defined in
this Design Report will not be able to physically visit any
Army Technical Library. Thus the VOD Module will serve as the
eyes, ears and recording system for these other modules. To
avoid needless duplication the contractor should, before
commencing work, check with the Contracting Authority, with
the STINFO (Scientific and Technical Information) Division
of the Office of Chief of Engineers (the agency responsible for
the entire TISA Project) and also with the contractor for TISA
Work Unit 01/003 (presently the Research Center for Library and
Information Science, Graduate Library School, Indiana Universify)
to see if there is knowledge of any effort which might provide
some part of the information the VOD Module will otherwise have to

produce.

IIT. General Descrintion

The VOD Module can be defined and discussed iﬂ four parts.
They are:
(1) Compilation of a list of all Army Technical Libraries

and selection of those to be contacted.
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(2) Collection by written request of all relevant
material possible from the "selected libraries."

(3) On-site observation and fact-finding at designated
libraries. These lihraries may include most, if
not all, of the larger Army Technical Libraries

along with a numher of others.

(4) Preparation of report and associated materials.

TV. Identification of "Army Technical Libraries"

The Army Technical Library complex is made up of approx-
imately 107 libraries. These are widely separated
geographically and differ much in character, scope,
collection, staff size, location in supervisory organizations,
mission, services and operations and many other characteristics.
Some serve research organizations, both basic and applied.
Some are for the use of the developmental, scientific
and technical groups. Some are for test and evaluation
gqroups. The subject content vary widely, covering the
majority of scientific and engineering disciplines and
sub-fields, (38:16)
The VOD Module must first identify those libraries which
are corisidered part of the system of Army Technical Libraries.
Because of the diversity of the installations involved,
it will be necessary for the contractor, in cooperation with
the Contracting Authority, to first define "Army Technical
Library" in terms which will discriminate between those
information systems considered Army Technical Libraries and
other information systems supporting the Department of the
Army (e.g. information centers, information analysis centers,
data collection centers, etc.).
Once’defined, the performing agency must then compile a .

complete list of information systems meeting the definition.

%
|
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Assistance in the compilation of the list is provided by the
following references:

Martin, Robert, Technical and Medical Research
Libraries and Information Centers of the Department of
tha Army. The Department of the Army. ATLIS Report 1,
January, 1966. (15)

Vincent, Dale L. Directory of Technical Information
Holdings and Services.  Washinqton, D.C. Office of the
Chief of Research and Development. (Army) 1969. AD 688 262, (33)

U.S. Federal Council for Science and Technology.
Committee on Scientific and Technical Information.
Directoxy of Pederallg upported Information Analysis
Centers, wWwashington, D.C. Federal Council for Science
and Technology. 1968, PB 177 150. (29)

U.S. 0Office of Education. Survey of Special Libraries
servinq the Federal Government, Washington, D.C, U.S.
Covernment Printing Office. 1968, OL-15067. (31)

The contractor will probably also need to get help from the
Contracting Agency and other parts of the Department of the Army.
Once this list has been compiled, the contractor and the

Contracting Agency must select from it those Army Technical
Libraries to be contacted initially. If the list is not
unexpectedly long and if there are no other reasons to the
contrary, all the libraries on the list should be contacted

in the first round of contacts.

V. Initial Collection of Material

It is recommended that the first contact with selected
libraries be by a letter from the Principal Invesfigator (or
comparable person in the contractor's organization) forwarded
by a covering letter from as high an official in the Army as
possible. In any event, the Contracting Agency must advise

the contractor in the important matter of initial contacts.




PR e ks 11

M1 - 5

After explaining the purpose of the contact and of Work
Unit 02/005 and the TISA Project in general, the contractor
will request all material relevant to the VOD Module task
which the library can make availahle. Existing standards,
requlations, directives, mission statements, organizational
and flow charts, budgets, procedure manuals (cataloging,
circulation, binding, acquisition, etc.), personnel codes,
policies (selection, service, access, dissemination, etc.), and

the like will provide the necessary information about a

specific library and its operations. In addition, it will
provide future stages of the Work Unit with a more adequate
understanding of the role which these elements have played

in the management and administration of Army Technical Libraries

VNN .

to date.

VI. On-site Data Collection

Study and analysis by the contractor of the material
received through V., (ahove) will accomplish four purposes:
(1) Help the contractor to prepare in general for the

on-gsite data collection phase,

(2) Provide a logical basis for choosing those libraries

to be visited for detailed observation and description,

It is here assumed that most, if not all, of the
larger Army Technical Libraries will be so designated
along with an ample sample of the rest.

(3). Guide the contractor's detailed preparations for

on-site data collection. In many cases this should
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elimninate the necessity for on-site observations

or questions; in others it should enable specific,
maximally effective questions (or notes of things
to he ohserved) to be prepared in advance.

(4) Reduce the bulk of the on~site collection chore,
leaving only a few to be collected (or requested)
during the visit, |

Appendix A to this Module provides sets of requirements :

and questions, each of which relates to one of the other modules.

These are intended to indicate some of the inputs required for
the remainder of the Work Unit. At the very least, answers to
these, for operating libraries, must be obtained before’any
attempt can be made to develop the quidelines or other'méte:ials
required of the remaining modules. These lists are not meant
to be either definitive or exhaustive., It is assumed that
additional questions will arise during the survey, therefore

considerable latitude must be left to the contractor.

It is expected that much of the desired information and

data is already in some ordered format; however, some may

‘'need to be collected on the spot. The contractor should

always keep in mind that the objgcg;ve of the overall Work

Unit is to develop guidelines to assist Army Technical Libraries
in the development and/or modification of standards, standard
operating procedures and other procedural or operational media.

He should be guided thereby in his attempt to collect those E

kinds of information which will assist in the successful completion

of the Work Unit. Although a complete systems analysis
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micht appear desirable, an effort should be made to resist

such tenptation because of the excessive cogt,

vVIT. Discussion

Since TISA Work Unit 02/005 is conceived of as based
upon actual operating experience in technical libraries, the
VOD task is essential to its completion. To put it another
way, only knowledge which has been "reduced to practice" and
tested in realistic operational environments is to be used
as a hasis for the guidelines, manuals, or other final output
that this Work Unit might produce. DBecause the TISA Project
is an Army program, this Module, as indeed the rest of the
Work Unit, has, for administrative simplicity been written in
terms of only Arny Technical Libraries., Iliowever, if the
contractor knows of other technical libraries that would be
worth studying to observe additional procedures and practices,
he should discuss with the Contracting Authority the possibility
of including those lihraries or perhaps specific parts of
their operations in the VOD task in addition to the Army Technical
Library coverage., |

mhe contractor for the VOD task is not to attempt to
provide general inputs to the other modules beyond those which
can be gotten by observing and descrihing procedures and
practices and, of course, while physically on location,
collecting any specific artifacts (documents, flow charts,
guidelines, manuals, organization charts, tables of organiZation

and equipment, etc.) that can be most easily physically

o o mewRsE TN
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obtained while on site., For example, literature searching,
critical reviews, etc., if they should be needed should be
left to the contractors implementing the respective Modules,
The VOD contractor may be faced froa time to time with
having to decide tpe extent of detail that should be
racorded and rcpﬁrted. No general simplistic rule of thumb
can be qivcnﬂco take care of this question. 1In general the
vion contrﬁctor nmust make such decisions on the basis of his
experience and understanding of the use to which his products

are to be put. Clearly, at the very least, this means the

amount of detail that he would feel he himself would need

were he to become the contractor for any given one of the

otﬁer modules in this Work Unit., 7Tt can be expected that

there wfi} be a lot of information available at particular
technical\libréries which is not of general interest, i.e.

which seems to be entirely specific to that particular library

and not useful in any other contexte‘ In general it would seem the
following can be considered as examples of detailed information
that need not be reported:

(1) The specific names of individuals - - however, if
experience, training, certification, etc., are of
impcrtance; these should be noted.

(2) Physical place identifications such as room numbers,
building nuﬁbers, addresses, etc. - - except that
care must be taken not to thereby miss noting
specific functions, characteristics, requirements,

etc., that should be made‘explicit but which have,




M1 -9

by tacit consensus, become subsumed and/ocr implicit
in local usage of such specific physical designations,
(3) Type of equipment -~ - except to the extent considered
necessary to convey to the other module contractors
a full understanding of what is happening. For
example, if reference to a "card punch" is sufficient,
let it suffice. But if the card punch in guestion,
in a particular situation, must have a certain
feature not generally associated with card punches,
then that feature should be mentiocned and, if only a
particular model or manufacturer's line makes that
feature available, then it would he appropriate

to mention the model and/or manufacturer's line

specifically.

VIII. Output
The principal output of the VOD Module will be detailed

factual descriptions of policies, procedures, practices, techniques,
methodologies, controls, etc., as found in the technical libraries
visited, These are to e "packaged" separately according to the
needs of the other modules as indicated in the lists of questions
in Appendix A to this Module. The collected descriptive and
illustrative materiallrelatinq to those practiées. procedures,

etc., discussed in Section V above will be turned over to the
Contracting Authority with - - but separate from - - the

discursive report itself. However, each Section of the geport

shall contain a listing in bibliographic style of such items,

e e e et
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If at all possible, that listing should contain some numbering

or labeling system which corresponds to numbers or labels
affixed to the items themselves to facilitate access to such
material., Where the needs of different modules are the same

in some respect, the discussion and listing of materials |
should be repeated under each module to which it is a@propriate.
Where practicable, in such cases, duplicate copies of the
separate descriptive and explanatory material should also

be provided so that the contractors responsible for implementing

different modules can start with a complete. set of input

data insofar as the observed practices in their area are

concerned, fthere it is not feasible to supply such duplicate
data, the Contracting Auéhority will have to decide what
dispdsition to maﬁe of available copies and whether they
should be copied in their entirety or not.

In an effort to be as comprehensive as possible, the

wording of the requirements and the questions for any one

of the individual modules in the Appendix to this VOD Module

may appear to call for the same information = = or materials = - %

more than once. Any such duplication, within the area bf any

one module, is not desired and should be avoided.

Since the purpose of this effort is to pravide detaiied»

descriptions of various different procedures and practices | 1

rafher than a census or popularity test, therevis no need to ]
- repeat descriptions of procedures when the same procedure is '

found in different libraries. However, it would be helpful L i
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to associate particular library names with particular practices
and variations of practices in case a need for further
information should arise in the course of doing one of the
later modules in this Work Unit.

There may be some incidental products which, while
primarily prepared for use in the course of accomplishing
this VOD Module, could be of use to others. For example,.
unless told otherwise by the Contracting Authority, a complete
list of Army Technical Libraries would he useful (unless,
of course, it is known that such a list exists elsewhere).
Since the VOD Module must generate such a list in the course
of its work, that list should be made available separately.
Another possibly valuable by=-product might be a listing, or

bibliography, of the separate materials collected.
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APPENDIX TO MODULE 1, VOD MODULE

This appendix preeents sets of requirements, and, where
appropriate, questions, organized according to the subsequent
modules of Work Unit 02/005 to which they relate. Where
questiens are asked, they are not intended simply to get "yes,"
*no," or other such simplistic direct answers. Rather they
are intended to direct the attention of the VOD Module
contractor to areas where, among others, detailed observation,
description and reporting are required. The VOD Module
contractor should carefully study each description of‘tﬁe
other modules given in this Design Study for additional clues
as to what descriptive inputs will be needed.

It must be remembered - - and emphasized by the VOD
contractor during any on-site eperations - = that the requirements
and questions given helow in no sense indicate or are for the
purpose of‘arriving_at, value judgemente. No inferences or
conclusions are to be based on them as to quality of performance
of any given organization or person. If necessary, the VOD
Module‘contractor may have to disassociate organizationai

identities from the recorded data.

For All Modules - Special Note on Automation

While there is a Separate module, number 15, for automation,
this will address the overall problem of whether a library
v_.should automate or not. it is especially important that any

~and all automation of the various areas (or functions or

ef_ elements) covered by the other modules be reported with the

other material for that medule; Reference 48 should be studied.
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For Module 2, Mission

1. Collect, copy or describe any existing recorded statements
of the missions, objectives, functions, tasks, or requirements,
insofar as they may be relevant tc the technical library or
any aspect of it, of the following:

‘(é) The organizational units, whether administrative or

military, and whether or not organizationally

superior in the chain of command, which the library is
expected to support; service, assist, etc.

(b) The library itself.

(¢) The various departments, branches or services of

the library.
2. Report any additional information relating to the above

which would assist in understanding or improVing it. Examples

of such additional information are:

(a) The identity of the person authorizing the prcmulqation | ]

of the statement,

(b) The identity of the person or organization responsible j

for determining the mission, objectives, etc. at each

level of the organization, if different from (a).

(¢) The latest validation or issuing dates, " %

For Module 3, Organization

1. Collect, copy or describe any organizational and flow charts | §

which include the library or whizh show the organization of the

library itself or any of its components.

2. Where organization and flow charts have not been prepared
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or cannot be obtained, draft, in cooperation with the head
lihrarian, relevant charts such as indicated in 1. above.

3. Collect or copy any written statements defining the
relationship (e.g. the degree of autonomy or subordination)
between the areas, services, departments, and branches of the
library.

4, Collect or copy any explicit statements of management or

organizationai philosophy available. If none are available,

state. whether or not it appears that such‘statementﬁ have
been used explicitly as the basis for internal 6rganization. | ;
5. Collect, copy or generate if necessary, any lists or |
descriptions of staff and equipment which would throw light
on the organization,

6. Are there collections of information source materials

(e.g. books, journals, reports, films, maps, etc.) in the
supported orqénization(s) over which the library has no

control? If so, describe these briefly. Are there any plans

for the library to render assistance in organizing or maintaining

such collections?

7. What proportion of the collection is classified, hence
available only to certain individuals? Specify conditions

of access.

For Module 4, Networks

1. Collect, copy or describe any information, textual, graphic

or other, pertaining to the library's participation in any

network of libraries, information centers, or information
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analysis centers, whiether formally or informally organized.
This should include listings of the other participating
organizations, the physical means used for communications,
transfer of materials, etc. (It will not be necessary to
repeat such network descriptions with every library involved 1
if other libraries in the network are visited. However, the

manner in which each separate library interacts with,

contributes to, is affected by, etc., the network must be

detailed.)

2. Are union catalogs or other joint information or

administrative artifacts maintained between cooperating
libraries? If so, what provisions have been made for
compatibility, convertibility, and standardization of system
vocabulary? In particular, describe such with respect to
citation format.

3. If the library‘participates in any cooperatiye purchasing
and procéssing agreements with libraries of similar types,
describe’in detail how this is done. Collect or copy any
relevant instructions, regulations, guidelines and particularly

forms used,

4. Are centralized processing centers utilized? 1If so,

describe in detail and in particular include samples of

forms, punched card formats and reports.

For Mcdule 5, Personnel Management

Acquire copies of all personnel codes. Identify, describe

and collect information about:

—
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Criteria for determining staffing needs (clerks, technicians,

subject specialists, librarians, others).

2.

Recruitment and selection of staff including any testing

and interviewing techniques,

3. New employee orientation, induction, counseling, and
nrobation,
4, Education, training, and development

5.

6.

7.

9.

Administrative and executive development programs

On=the-job training (including training manuals)

Career systems

In-service programs to avoid staff obhsolescence

Work-study programs with library schools

Formal education opportunities of all kinds

Sensitivity training

Provisions (time off, financial support for attending
professional meetings)

Incentive programs

Opportunities to do research and provisions for
compensatory time

Professional attitudes, behavior, and status

Supervision
Supervigsory behavior, patterns, and attitudes
Duties and responsibilities of supervisors
Administering change

Staff participation in management

Communication: upwards, downwards, horizontally
Group processes

Meetings

Preparation of staff for participation

Employee appraisal
Standards of performance
Appraisal interviews
Exit interviews 4
Merit-rating devices, systems, and problems

The justice process
Elements of a disciplinary action program
Positive and negative discipline
Offenses which may lead to disciplinary action
Grievance procedure
Appeal and arbitration procedures

Wage and salary adminisctration
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Job evaluation systems

Job descriptions (as they differ from U.S. Civil
Service Commission). (45)

Classification and pay plans (if they differ from
U.S. Civil Service Commission Standards)

10. Health, benefits, and services
Physical working conditions
Accident prevention and safety programs
Mental illness
Fringe benefits
Health, life, accident insurance
Retirement

For Module 6, Budget

1. Collect, copy or describe any rules, regulations, guidelines,
policy statements, etc., pertaining to the budgeting techniques
and practices used by the library. | 4

2. If possible, identify the budgeting technique(s) used by
the library, e.qg. program budgeting, performance budgeting,
line=by=1line budgeting, and PPBS (Planning-Programming-
Budgetiné Systems). |

3. If line=by-line budgatinq 15 the practice, does thellibrary
have performancevstandards on which performance or program
budgeting could be built? ‘If so, describe them, To what
operations can the performance standardé used be applied?

4, If possible, collect or copy the most recent possible
complete»or summary budget for the library.

5. Describe written and oral means of presenting the budget

to the maintaining authority. For exampie, are requests for
new services or for considerable expansions of present services

separated from items needed to maintain current services?

it achic ot s oo b e et
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For Module 7, Performance Measurement and Evaluation

1« Is the measurement and eveluation of library performance
operations and services an integral part of the library's
practice? Collect, cony or describe any manuals, guides,

rules, requlations, policy statements, etc. which have been

prepared to assist library personnel in the piccess.

2, Has the library performed a systematic evaluation of its
operations and services in recent years? If so, collect
material that will describe and detail the methodelogy ﬁsed.

If no such material is available, develop a description.

3. Is any assessment made: either reqularly or periodically, of
all or any part of the library's operation? If so describe.

4. Is there any provision for feedback other than that already

covered by the above? If so, describe.

f

For Module 8, Cataiggipg! Clagssification, Indexing, Abstracting
and rile ‘brgﬂpizatIon

Cataloging and Classification

1. For each type of material handled by the library f(e.g.

books, journal articles, technical reports, preprints, micro=-

fiche, roll microfilm, maps, etc.) answer the following
questions and collect, copy or describhe the practices and | }

procedures used:

a. To what extent, if at all, are centralized, cooperative, |

or cooperative‘centralized cataloging services utilized?
b. What descriptive cataloging rules are followed?
c. What filing rules are used?

P e R T
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. de What subject headlng list or ligsts are used in
subject caﬁaloging?

e, What classification scheme or schemes are used in
classifying?

f. Is any part of the cataioging process done by sub-
professionals,we.q. pre=-cataloging such as sea:ching,

and/or post cataloging such as call numbering?

Indexing

1. Collect, copy or describe any material pertaining to

indexing services or operations performed. Include at least the
following: | |
| a. yWhag subject fields are covered?_
b. What‘hethod ié employed for terminology cbntrol,'if,any?
c. Is-the indexing done by professional librarians,' |
suﬁject specialists, clerical staff?
':d. *IS*thé'indexinq pre=-coordinate or post=-coordinate?

'-é. What is the physical form of the output (cards; punched

cards, multilithéd list, computer printout, etc.)?

f. What is the arrangement of“entriesvin resulting
'vindékes (clasSified, alphabetico-classified, i
alphabetico-specific, dictionary, etc.)? - . ' ?
g. Is’there a manual for indexers? |

h. Collect, copy or describe sample index products.

Abgstracting

1. 'Collect, copy or describe any maferial relative to abstracting

  ‘kservices provided by the library. 1Include ai least the" | "
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following for each distinguishable abstracting service:
a, What subject fields are covered by each service?
b, Are the abstracts "informative," "indicative," o
"digests," other? ‘
{A c. Who does the abstracting (professional librarians,
subject specialists, clerical staff)? ‘ i
d. Is there a manual for the abstractors? If not, | |

are there any other instructions, guidelines or

criteria?

1 e. What is the physical format of the outputs?

;, f. What is the arrangement of entries in the abstracting
product? | |

g. Collect, copy or describe samples of the abstracting

products.

File Organization

- 1« Collect, copy or describe any manuals or guides available
relating to file organiégtion.

2. Describe the manner in which the major collections are
physically maihtained, e.g. are files of technical reports
primarily maintained in microform or hard copy? Are back-
files of periédicalq‘maintained in microform?

. 3. Describe the“physical organization of the various types

of materials handled in the library. Are technical reports

" classified and integrated into the main collection or are they

treated separately? Are they arranged by classification

number, accession number, corporate authors, or some other

method?
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4, Describe any index files to the library's collection that

are maintained, e.g. shelf lists, catalogs, etc.

For Module 9, Physical Processing

1. Collect, copy or describe all materials available relating
to physical processing of library materials.,

2. Qescribe the binding policy and procedures.

3. Describe the repairs or preservation methods undertaken

in the library. |

4, What 1abeling methods are used for the various library
materials?

5. If labels are affixed to books, bound journals, etc.

what brand of label is used? 1Is it satigfactory?

For Module 10, Identificatioin, Evaluation, Selection of
Materials and Services; Collection Maintenance

>
=
R «

1. Collect, copy or describe material relating to the

library's policies and practices with regard to identification;

evaluation and selection of materials and services., Make

'sure‘these include, where appropriate, the "~llowing:

a, Howfthey relate to the mission of the supported
agency cr agencies and to other responsibiiities of
the 1library.
b, A:e scope,7coverage, and retention guidelines included?
¢c. Is responsibility for selection fixed?
2, Describe how new titles of éotential relevance to the
library's users are identified and evaluated.

3. Describe any attempts that may have been made to identify

o and specify the characteristics and needs of the user

0
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population., 1Is there any policy or procedure which will
result in a continuing effort to reflect the user's needs?
If so, describe.

4, List - - and scope-note if necessary - - the major
substantive areas of interest to the library.

5. What policies or praitices exist which reflect the influence
on the composition of the library's collection of the existence
of related information collections? Is there cooperation
between this library and other Army Technical Libraries and
technical information systems or is this library locally
self-sufficient? If the latter, can any reasons be identified

(geographic isolation, difference in function, policies,

security classification considerations, etc.)?

6. What selection tools, if any, are available to the persons
responsible for selection? What other tools, if any, would

the perscns responsible for selection like to have?

7. If any information is available as to the general
distribution of types of materials (e.g. books, teépniﬁal

reports, periodicals, etc.) by number or by dollar Qalue,

report same. If any info~mation, - - or lacking such, opinion - =

as to how that distribution relates to the mission or environment

ok cam A oBE e dmednaad T R R T R e R o .
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of that particular library, report same.

8, If any policy, program or procedure for weeding or selective
retirement of materials exists, detail same. Collect, copy or
describe any written guidelines relating to such a prbgram.

9, Is there a contract with any external agency for special

information services? If so, list and explain.
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For Module 11, Current Awareness

7. Collect, copy or describe material related to current
awareness programs, policies, and products of the library. 1In
particular, include samples of any products such as newsletters,
bulletins, reproduced tables of content, SDI hotices;.bibﬁlo-
ographies, etc,

2. Are any spec1a1 summaries or state-of-the-art reports
prepared? If so, describe the circumstances under which they
may be requested.‘ Who is responsible for their preparation? |
Are these reports of a critical and analytic nature?

3. Have either the lilL.rary staff or the users expressed e

i B Wt W ity WY
- desire for additional current awareness services? If so,

which ones and if known, for what reasons?
Lk, With respect to any of the current awareness services

describe whether or not they are automated and if so, how and

gf whether or not they are provided in-house or contracted for
vfrom an external agency.

:? | 5. Record any information available as to manpower expenditures

‘5 for present services, Also, any information as to the number

and nature of the users served by them.

6..‘If procedural manuals for current awareness services

exist, collect, copy or describe same. Does fhe 1ibrery

route periodicals on a predetermined basis? If so, how is this

accomplished and what is the volume? What manpower:resourees
are required to aocomplish this?

8. To what centralized current awareness services does the

?lrje library subscr1be° (e.g. Current Contents, etc.)
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For Module 12, Reference and Interlibrary Loan

1. Collect, copy or describe materials, regulations, etc.,
relating to reference and interlibrary loan activities of the
library.

2. 1If literature searches are provided for users upon request,
what is the character and volume of the operation? Who performs
the searches? 1Is the coét of the searches supported by the
library budget or by the department served?

3. Are special bibliographies initiated by the library staff
to meet anticipated or continuing needs? 1If so, how are these
determined, what is their nature and volume, and what disposition
is made of them? Report any effort made to provide access

to the materials listed.

L. Report any available informétion on use made of external |
sources of bibliographic assistance.

5. Does any manual or other guideline exist explaining the
responsibilities, activities, or procgdures of the reference
department? If so, describe. |

6. Are guidelines describing interlibrary loan services
provided? If so, collect, copy or describe. Report available
Ainformation on inter-library loan activity..

7. Generally describe telephone reference services if such
are provided.,

8. iDescribe procedures with respect to translators and
transiation services. Does the library have direct access td
such?‘ If so, are they provided to users at'cost or free?

- 9. What, if any, guidelines are available to assist in the
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preparation of bibliograpnies?
10. What, if any, guides to services provided by the library

are available to the user?

For Module 13, Circulation

1. Collect, copy or describe all matetials available relating
to cirealation. Be sure to include all procedures manuals.‘
2. If delivery service is provided, either manually or by
means of telecommunications equipment, describe'such in detail.
Include, if possible, information 6n time lags and information
about why that particular service was adopted with relation.to}the
needs of the user population., IHas experience been satisfactory?
3. What lithographic sérvices are available to:

(a.) the user

(b.) the library staff
. How are costs of these services taken care of? If possible,
give information as to manufacturéx and model numbers of
equipmeht uﬁilized. | | |
4, Describe the circulation system or systems in use,
If any part is automated, describe that in detail,listing
types of equipment, procedures, forms, etc, |
5. Report available information on volume of circulation,
average length of 1oah, etc,
6. What policy is followed with respect to circulation of
periodicals? What provisions, if any, are made for photo~
copies of periodicals?

7. Describe the library's loan policies., For example, is
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permanent loan provided to some or any individuals or
departments?
8. Describe the measures, if any, used to get borrower's to

return overdue items (e.g. fines, phone calls, notes, etc.)?

For Module 14, Individual Files

1« Collect, copy or describe ai~ materials available in the
library relative tc policies and practices with regard to
assistance of users in establishment and maintenance

of their individual files. If no such information is available
attempt to discover and report informal practices in this
respect,

2. Report any information available as to the number,

fraction or categories of customers who maintain individual
files, why they do so, and how they affect, or are affected by,
other library facilities.

For Module 15, Automation

1. Collect, copy or describe available materials concerning
~any use of automation either using in-house equipment or
otherwise.

2, List with manufacturer's name and model nurber all computer
or EAM or other autométed equipment owned or operated primarily
by the library.

3. List all services, forms, products, etc. which go into .or
out of any computer, EAM, or other automation equipment not

primarily owned or operated by the library.
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For Module 16, Capping Module

1. Collect, copy or describe any relevant procedures,
regulations, policies, forms, etc, not covered in the preceding

which seem relevant to the overall objectives of Work Unit

‘02/005. In carrying this out, the function of the Capping

Mcdule must be understood and constantly kept in mind.

2, If editorial assistance is provided users report any
guidelines that apply to such. Describe the relevant
characteristics and backgrounds of individuals providing such
services, Report charges if any are made, etc,

3. What kinds of photo-reproduction services are provided,
if any? If possible, list the manufacturer and model number
of equipment wsed. Is a hard-copy=-from-microform capability
available? If so, report conditions and equipment, Are
photo-reproduction services primarily devoted to the
reproduction of specific parts 6f the library collection or
is "extra-library" photo-reproduction services provided

(e.g. multiple copies of an article the user has written, etc.)?
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MODULE 2

MISSION AND LONG RANGE PLANNING

I. Introduction

The objective of Work Unit 02/005, Standard Operating
Procedures for Technical Library Services, of the U.S. Army's X
Technipal Information Support Activities Project (TISA Project)
is thé development of quidelines, instructions, explanatory
materials, etc., to enable each individual Army Technical | f
Library to prepare, and updéte as necessary, specific standard ‘
operating procedures or other comparable managerial or
administratiﬁe tools which would be appropriate for its
" particular set of circumstances. The totality of effort
necessary to accomplish this objective has been broken up
into a number of separate efforts, hereinafter referred to as
"modules," for convenience in financing, phasing and admin=-
istration., &Each of these covers one or more of thoseAspecific
technical or administrative areas (or elements or functions)
of concern to Army Technical Libraries which is felt to be
to at least some extent amenable to an SOP (standard operating
procedure) type of t:reatment.

This section defines a module to cover the preparation
of statements of mission and objective. It also covers related

and subsidiary areas such as the definition of requirements,

functions and tasks and the conduct of long-range planning.,
The module will be referred to as the "Mission Module.," The

’térm "contractor" will be used to mean ah& agency, Federal
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or non-Federal, which performs the work indicated.

The contractor for this module will not, without the
express consent of the Contracting Authority, éontact Army
Technical Libraries or Librarians. To avoid an intolerable
load of interfetence by people working oh this Work Unit,

a separate module has been set up for the express purpose of
visiting, observing and describing the facts needed by the
contractors for the other modules, including this one.
Therefore, the contractor for this module will be expected
to work with whatever input he gets from the VOD {"Visit,
Observe and Describe”) Module, the open literature and his

own knowledge and experience.

1I. Background

Before an organization is set up, it is essential to
clarify its objectives, to delineate the goals it wishes
to accomplish, "Unless we have a purpose there is no reason
why individuals should try to coocperate together at all or
why anyone should try to organize them." (32:18)

Even aftertthe'orqanization has been in existence for
a number of years, the chamges in external as well as internal
circumstances make it necessary to have a périodic reexamination
of its objectives and make adjustments if necessary. Granger

maintains that

There is probably merit ‘n re-establishing objectives
every so often just for the sake of re-establishing
them. One might think that if objectives were once
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set, and if internal and external conditions did not

change too much, the objectives would be valid for a

good long time., DBut tlie same old objectives repeated

over and over produce no impact, no challenge. (7:70)
Cuadra observed that in recent years the various information
fac;;ities such as libraries, sggcial libraries, information
centers, document depots and abstracting and indexing services
share a large number of functions and that "...the differences
in these facilities largely reflect differences in emphasis
rather than differences in function.” (5) Since, as Cuadra
observed, the distinction between the various information
facilities has been blurred there is additional reason for
asking technical libraries to have precisely defined statements
of their objectives from their overall mission statement dcwn
to a wide range of specific activities. In particular, if
there are specific activities which are unique to them and
which distinguish them for all other information facilities,
theselmust be clearly stated ahd understood.

Wessel states that

The adequacy and clarity of the library mission state-

ment is a criterion of the effectiveness of the

library, for on it hinges the ability of the library

staff to fulfill the purposes of the organization. (38:1)

We might even say that, since the objectives are guides

to action, a clearly defined mission statement is a sine

qua non for library operation as is also a whole conceptual

framework of'objectives sometimes in the form of a hierarchy.

PO 3 |
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ITI. Discussion

A, Mission and Objectives

One of the most important tasks of the Work Unit is

to provide guidelines to Army Technical Libraries on how to
structure their objectives. This guide should provide a
conceptual framework for the whole range of objectives,
discussing the relationship to each other of the varioué
strata of objectives within this framework. Particularly
important is how’the broad mission statement of the library

is related to the mission statements of the organization(s)

it supports and to the increasingly specific objectives at the
various levels down the hierarchy, and, in general, how one
type of objective can be derived from anothef.

Among other things, the guide should discuss how to
recognize the various external and internal factors which
impose constraints on the range of objectives and what the
influence of these constraints might be :: setting realistic
institutional goals. It should also discuss the development
of alternative statements of objectives and the nature and
treatment bf factors that must be considered in making the
final choice.

The need for and developmentvof specific assignments
of responsibility for setting the objectives for the various
levels should aiso be covered by the guidelines.

To provide a'self-cheqk for the personnel of Army
Technical Libraries, when defining or redefining their

objectives, the quidelines should set out criteria or yard-
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sticks by which the success of the stated objectives can
be tested. One example of such a checklist is given by

Granger. (7:64=65)

B. Long Range Planning

Planning is closely linked to the determination of
objectives as well as to certain budgeting methods such as
PPB (Planning-Programming Budgeting). Here we are dealing
only)with guidelines for developing standard operating
procedures which will allow .\rmy Technical Libraries to follow
a rational'sysﬂematic planning process. Budgeting procedures
per se are dealt with in Module 6,

_rhe va#ipgs pressures placed upon Army Technical Libraries
leave no robmyfor informal wvague planhing processes; Projections
should be made and prioritieé estahlished and up-dated as
to the'expected‘requirements and resources of the library five
and ten.years';n the future. A rational system also has to |
be developed which would tie short range opexations to the
library's long range objectives.
| The Mission Module contractor therefore, should develop
guidéline materials which would set out to Army Technical
Libréries in a systematic way the kinds of considerations
they should entertain when establishing standard operating
procedures for the planning process,

‘The standard procedures should include a list of such

:-considgrqtionS'as: requirements for space (for library

materials, equipment, staff); manpower; equipment;'new
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services; etc., in specified time periods.
It is for the Work Unit to determine also the best time

divisions for which planning should be made,

IV. Relation to Dther Work

Since. statements of mission, objectives, etc., are so

fundamental to the entire operation of Army Technical Libraries,

' the contractor should be generally familiar with the full

scope‘of Work Unit 02/005. He should also carefully review

the Guide to Laws and Requlations on Federal Libraries

produced by Work Unit 02/003, (8)

V. 'OutEut
The output of the Mission Module should include guidelines,
instructions, explanatory material, etc., to enable each

individual Army Technical Library to develop standard operating‘

procedures and/or other appropriate managerial or administrative'

' tools covering the following:

1. The mission of the library in relation to the mission
| of the parent orqanization. |
2. ‘The relation of the library to other libraries
particularly any at the same level within the next
higher organizational unit.
‘3. The main objectives of the library.
4., The functions of the major services or departments
within the library. |

.5, The functions of some subsections within the 1ibrary.,i
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3 6. Egtablishment of policies for long rangs planning.
7. Specifications of appropriate planning cycles.
The products which constitute this dutput are to be
é; ; ~ presented in such format, style, completeness, etc., that the
A | , ‘ |
k typical Army Technical Librarian can he expected to derive
therefrom the necessary statements of standard operating
procedures, etc., Graphics, pictorial, tabular or other
gf_ . presentation means should be used whenever possible to
%i i facilitate this task of the Technical Librarians.
REFERENCES IN MODULE 2%
5. Cuadra, Carlos A. "Introduction to the ADI annual review,"
in Annual review of information science and technology,
New York: Wwiley, 1:1=04, 1966, 3:M2=3
;3 7. Granger, C. H. "The hierarchy of objectives," Harvard
L Business Review, 42:63-74, May-June 1964, ::M2-3,M2~5
ij o 8. Guide to Laws and Regulations on Federal Libraries,
- - T Army Technical Library Imporvement Studies (ATLIS).
Department of the Army. New York: Bowker. 1968. ::M2-6
32. Urwick, Lyndall F. Notes on the theory of organization.
b \ ‘New York: American Management Association, 1952. ::M2-2

-wegsel, C.J. @t ai. Criteria for evaluating the

‘effectiveness of librd£§¥o erations and services, Phase
TI: Data Gatherin va;uatIon. John L. Thompson
-and Company. Washington, D.C. August 1968, AD 676 188
::MZ-B | , |
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MODULE 3

ORGANIZATION AND MANAGEMENT

I. Introduction

The objective of Work Unit 02/005, Standard Operating
Procedures for Technical Library Services, of the U.S. Army's
Technical Information Support Activities Project (TISA Project)
is the dévelopment of guidelines, instructions, explanatory
materials, etc., to enable each individual Army Technical
Library to prepare, and update as necessary, specific standard
operating procedures or other comparable managerial or
administrative tools which would be appropriate for its
particular set of circumstances. The totality of effort
necessary to accomplish this objective has been broken up into
a number of separate efforts, herinafter referred to as
"modules," for convenience in financing, phasing and
administration. Each of these covers one or more of those
specific technical or administrative areas (or elements or
functions) of concern to Army Technical Libraries which is felt

to be to at least some extent amenable to an SOP (standard

operating procedure) type of treatment.

This section defines a module to cover the preparation
of statements, charts, policies, procedures, etc., relating to
the organization and management of various Army Technical
Libraries. The module will be referred to as the "Organization

Module." The term "contractor" will be used to mean any

agency, Federal or non-Federal, which performs the wotk indicated.

E

&
Lk i i s i e S i i S S s G S X o i
i Py A A o X v oY, o e et i e S NG i S SRRk ik Qo e e i G e e L R T

e
Tt T T g e T v\

—




M3 - 2

The contractor for this module will not, without the
express consent of the Contracting Authority, contact Army
Technical Libraries or Librarians, To avoid an intolerable
load of interference by people working on this wOrk‘Unit,

a separate module has been set up for the express purpose of
visiting, observing and describing the facts needed by the
contractors for the other modules, including this one,
Therefore, the contractor for this module will be expected to
work with whatever input he gets from the VOD ("Visit, Observe
and Describe") Module, the open literature and his own

knowledge and experience.

IX. Discussion

The ofganizational pattern of any organization represents
a compromnise between a number of usuvally conflicting factors
and réquirements. Management practices within an organization
in turn reflect to a very large extent the organizational
patterns which constitute their immediate environment.

To a first approximation, the internal organization
pattern of any organization must be compatible and consistent
with the place it occupies in the larger o:ganization of
which it is a part. Hopefully, this place is appropriate
to the mission, or function, of the Technical Library within
the larger organization. Where it is not, while it may be
beyond the scope of this Work Unit to attempt to change it,
it is not beyond its scope to help the library personnel

to realize the proper place so that they will be able to
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g‘ take advantage of any cpportunities to influence its move in the
right direction., Strauss (24:3) feels that the technical library
should be a "distinctive unit in an organization, and should
operate at the same administrative level as any other departments
with comparable recsponsibilities.”™ The Organization Module
contractor, on the basis of the inputs received from the VOD
Module, should be zble to compare different such patterns found

ii in practice with respact to Army iechnical Libraries, and to some

axtent correlate these with the factors that caused them to exist,

whether or not the patterns seem to bz the appropriate ones. One

such pattern that he should treat explicitly is that concerned

P —————s

with whether the Technical Library is - - or should be - =

in the administrative or the research parts of the organization,

V wWith respect to internal organization patterns, there is

% no one pattern which will £it all Army Technical Libraries.

a Nor will there even be any simple relationship between the
governing variables and the patterns that result, since the
interactions between the variables are complex, and the response

; spectrum of organizational pattern to a specific variable may

| be greatly distorted by the values of other variablas. Never-

; theless, it is the responsibility of the contractor for this

module to draw from existing practices and patterns, the best

possible guidance for the use of Army Technical Librarians. This

should be expressed as clearly as possible, with, at least,

profuse use of modsl - - or typical - - organization charts.

That is, the guidelines should spell out as clearly as

possible the criteria by which the internal vertical as well

as horizontal organizational structures of each class
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of Army Technical Libraries can be determined. For examplé,
they should indicate how the goals and objectives of the
library and of its services should be related to various
staff and line functions, whether the organizaticn should be
structured by function, by material or by some other
characteristic, Among the variables to be considered are
nature of collection, manpower and various activity levels,
Similarly, it has been recognized in recent years that
there are no universally applicable management patterns. (24:8)
The old assumption that "certain well defined theories and
practices are generally applicable regardless of what is being
administered." has heen found invalid by a number of studies. (2:12)
To the extent that specific manaqement practices and
procedures can be identified and related to organizational
pattern or other recognizable variables, this should be done

by the contractor,

III. Relation to Other Work

The Organization Module contractor should he generally
familiar with the full scope of Work Unit 05/005 and should
study the full report of the VOD Module contractor for
information to use in correlating organizational and management
considerations to the facts of life in Army Technical Libraries.
He should contact the following TISA Work Units if they are
active - - or study their reports if they have been.completed - -
for material of possible relevance to his work:

02/009 - Technical Library Personnel Training
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02/012 - Model Library
02/015 - Staffing Guides

N4/003 - Networks and Communicatio:s

IV. Output

The output of the Organization Module should include
guidelines, charts, instructions, explanatory material, etc.,
to enéble each individual Army Technical Library to develop
standard operating procedures and/or other appropriate
manage;ial and administrative tcols covering the following: :

1. The proper or preferred place of the Technical
Library in the parent organization.

2. All aspects of internal organization of Army Technical
Libraries which can be presented in terms ofvthe kind
of treatment which Work Unit 02/005 attempts.

3. All aspects of the management of Army Technical
Libraries which can be presented in terms of the ?
kind cf treatment which Work Unit'02/005 attempts.,

The products which constitute this output are to be presented F

in such format, style, completeness, etc., that the typical

Army Technical Librarian can be expected to derive therefrom
the necessary statements of standard operating procedures, etc.
Graphic, pictorial, tabular or other presentation means

.should be used whenevef possible to facilitate this task

of thé Technical Librarians.
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MODULE 4

NETWORKS

I. Introduction

The objective of Work Unit 02/005, Standard Operating
Procedures for Technical Library Services, of the U.S. Army's
Technical Information Support Activities Project (TISA Project)
is the development of guidelines, instructions, explanatory
materials, etc., to enable each individual Army Technical
Library to prepare, and update as necessary, specific standard
operating procedureé or other comparable managerial or
administrative tools which would be appropriate for its
particular set of circumstances. The totality of effort
necessary to accomplish this obhjective has been broken up into
a number of separate efforts, hereinafter referred to as
"modules," for convenience in financing, phasing and admin-
istration, Each of these covers one or more of those specific
technical or administrative areas (or elements or functions)
of concern to Army Technical Libraries which is felt to be
to at leas:t some extent amenable to an SOP (standard operating
procedure) type of treatment,

This section defines a module to cover the establishment,
development and maintenaqce of library networks and cooperative
activities. The module will be referred to as the "Networks

Module." The term "contractor" will be used to mean any

agency, Federal or non-Federal, which performs the work indicated.

e
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The contractor for this module will not, without the express
consent of the Contracting Authority, contact Army Technical
Libraries or Librarians. To avoid an intolerable load of
interference by people working on this Work Unit, a separate
moduie has been set up for the express purpose nf visiting,
observing and describing the facts needed by the contractcrs
for the other modules, including this one. Therefore, the
contractor for this module will be expected to work with
whatever input he gets from the VOD ("Visit, Observe and
Describe") Module, the open literature and his own knowledge

and experience,

II. Background

For many years libraries have practiced the concept of
"local self=-sufficiency." That is, libraries made every effort
to have available locally any and all documents which might
meet the present or anticipated information needs of its
; users. In this atmosphere there was little need for any
inter=library cooperation, for any standardization of library
procedures or for any constant exchange of information from
library to library.

With a major change in scholarship (e.g. growth in the
magnitude of recorded material, the increased complexity of
the material, the development of the necessity for completeness
»f access, and many other changes) librarians have, in general,

concluded that the principle of local self-sufficiency no longer
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represents a valid basis for developing library collections
and services. (23) |
Today, it is recognized that no single library
can hope to acquire, process, and make available
more than a fraction of the total record. In the
face of interdisciplinarian movement and the
torrent of publishing output, such limitations to
learning are intolerable., (lL:64)

Efforts to reduce the inadequacies of libraries practicing
local self-sufficiency range over a broad spectrum. At one
end of the spectrum are libraries, which are grouped in a
certain kind of network, practicing selectively simple
principles of library cooperation (e.g. inter-library loans,
etc.) while at the other end of the spectrum are complex
information networks utilizing sophisticated systems Analysis
and desiQn techniques and the most advanced technologies
(computerization and communication procedures.)

The design of this module has been based on the basic
premiée that the future needs of the Department of the Army
RDTEE efforté for scientific and technical information canﬁot
be adequately met without the development of relatively
sophisticated networks of Army Scientific and Technical
Libraries. This development is generally desirable. Because

of the wide dispersion of Department of the Army RDTSE

activities it becomes critical in some cases.

III. Scope
| - The module should concern itself both with library

networks in the sense of an information network utilizing

T O R O A T W PRI Sy P LRI A
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55 telecommunications and performing information storage and ;
~* retrieval functions and more immediately practical forms of 5
?- inter-library cooperation (e.g. union catalogs, central
serial records, interlibrary loans, cooperative acquisitions, é
etc.). %
IV. Relation to Other Work §
) The contractor must monitor the progress and output of %
&i a number of TISA related work units, In particular: %
% - 02/016 - Acquisitions g
i 03/005 - Interface of Technical Libraries with E
? Other Information Sources i
%; 03/002 = Library Services Automation é
éé 04/003 - Networks and Coimmunications g
; 04/004 - COLEX Experiments é
; All are at various stages of development and all will influence é
é the perfotmance of Mcdule 4 to varying degrees. | §
: V. Discussion f
%? | Although much of the area relating to the development and ;
; | maintenance of library networks is in an embryonic state, ;
discussions do exist in the literature of libraty and information i
f science pointing out the advantages and disadvantages of library' %
% o networks, points at which the formation of networks should be %
» considered and their future implications both for the system %
users and,the»system'é operation itself. | | !%
The following considerations; among others, should be
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4; examined by the contractor, relating them to Army Technical

Libraries:

(1) Possible confiict of interest between local,
\é defined clientele and larger regional clientel,
%f,’ (2) Indirect costs, especially as they relate to
;K . ~ administrative and management time.
§ o (3) Possible abuse of unlimited cost-free copy service,
&ii,ic ~ (4) Region-wide participation in planning efforts,
| (5) The hazard of depressing the quality of the rank and
| file of local libraries. |
ﬁiygl | (6) Balance between private and publicksupport,- - thev
| risk of diminished dues support for library |
extension service. |
(7) Complexities of territory definitica,
(8) Defining the proper recipient (the "qualified
N individual®") of regional library service. (6)
d(é) VRestrictions‘placed on the network.operatione by
o considerations of security. | |
(10) ;Standardizations and compatibility of records and |

services, and many more,

d‘i.It‘shouldrbe the_responSibility of the contractor to review
and evaluate theyliteraturekofilibrary networks and library
cooperation and then to consider various aspects 1nc1uding the
point of view of Army Technical Libraries, The resulting
"“:guidelines, recommendations, etc. should then be directed at two
distinct groups.,

First, guidelines should be directed at the organization |

S b e R e
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level which can set up such networks and should establish

the need and desirability of developing Army Technical
Libraries into a viable network or series of networks. These
guidelines and discussion should be addressed primarily to

the adminigstrative problems associated with the development

of such networks within the Department of the Army Technical
Library system,

Ssecond, guidelines and discussion should be directed at
the individual Army Technical Libraries and although admin-
istrativeraspects must be cahsidered, emphasis should be
placed on more of an operational level.

Consideration should be given to the advantages and
disadvantages of specific types of networks and cooperative
efforts, detailing how thé individual libraries and the Army
Technical Library system as a whole can benefit from sﬁch
cooperation, Particular attentionJmust be paid to the

cost-benefit analysis of systems like the ARPA and NASA

"RECON networks using remote on-line terminals. The use of

non-DOD tape files of technical information by such systems
should be cdmpared to other kinds of arrangements, e.g. batch
searching with tapes stored either at a central locatiocn or

at a number of locations,

VI. Output

The output of the Networks Module should include guidelines,

instructions, explanatory material, etc., to enable each

individual Army Technical Library to develop and implement
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standard operating procedures and/or other appropriate
managerial or administrative tools covering the area 6f
networks of technical libraries as indicated in the preceding
gsections. The products which constitute this output are to

be presented in such format, style, completeness, etc., that
the typical Army Technical Librarian can be expected to derive
therefrom the necessary statements of standard operating

procedures, etc. Graphic, pictorial, tabular, or other

presentation means should be used whenever possible to

facilitate this task of the Technical Librarian.

REFERENCES IN MODULE 4%

4, Buddington, William S, "Interrelations among special

‘ libraries,” in Library networks - promise and performance.
Ed. by L. Carnovsky. Tcago: University of'EEIcaqo
Press., 1969, pp. 64~-74, ::MU=3

6. Esterguest, Ralph T. "The Medical Librarian's Views,"
Medical Library Association Bulletin, 56:52-55,
January 1968. ::MG=5

23. Shera, J.H. "Emergence of a new institutional structure
for the dissemination of specialized information,"
American Documentation, 4:163-173, October 1953. ::Mi=3

*Page numbers on which references are cited follow the double
colon (::).
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MODULE 5

PERSONNEL MANAGEMENT

I. Introduction

The objective of Work Unit 02/005, Standard Operating
Procedures for Technical Library Services, of the U.S. Army's
Technical Information Support Activities Project (TISA Project)
is the development of guidelines, instructions, explanatory
materials, etc., to enable each individual Army Technical
Library to prepare, and update as necessary, specific standarad
operating procedures or other comparable managerial or
administrative tools which would be appropriate for its
particular set of circumstances. The totality of effort
necessary to accomplish this objective has been broken up
info a number of separate efforts, hereinafter referred to as
"modules," for convenience in financing, phasing and admine-
istration. Each of these covers one or more of those specific
technical or administrative areas (or elements or functions)
of concern to Army Technical Libraries which is felt to be to
at least some extent amenable to an SOP {(standard operating
procedure) type of treatment.,

This section defines a.module to cover the functions of
personnel management. The module will be referred to as the

"Personnel Module." The term "contractor" will be used to

mean any agency, Federal or non-Federal, which performs the

work indicated.

The contractor for this module will not, without the
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express consent of the Contracting Authority, contact Army

Technical Libraries or Librarians. To avoid an intolerable

load of interference by pecple working on this Work Unit, a separate
module has been set up for the express purpose of visiting,
observing and describing the facts needed by the contractors

for the other mcdules, including this one. Therefore,

the contractor for this module will be expected to work with

whatever input he gets from the VOD ("visit, Observe and
Describe") Module, the open literature and his own knowledge

and experience.

II. Background

Although TISA Work Unit 02/015, Staffing Guides, is

presently heing performed, other aspects relating to personnel

management need to he addressed by Work Unit 02/005 that do
not appear to be adequately treated in plans for Work Unit
02/015. |

As conceived by the Department of the Army, TISA Work
Unit 02/015 is to

Develop yardsticks to be used as staffing guides for
library and information facilities within Department g
of the Army. Final results to be furnished for each
type of facility in the form of function statement,
organization chart, staffing table showing type of
yardstick (population served, utilization, etc.), 5
personnel required by quantity, position title and ¥
grade level (military and/or civilian). The study L
is to cover general, technical, academic, medical,
legal, post and command library systems; information
"analysis centers; and information centers. (28)

In contrast, this module is to address the problem of
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all other functions of personnel,

ITI. Discussion

In particular, this module should be responsible for
the development of a series of guidelines to assist the
librarians in individual Arxrmy Technical Libraries in their
handling of personnel. The materials collected in Module 1
(VvOD) will supply the basis for analysis, interpretation,
synthesis, and recommendations in this module. A detailed
checklist of items to be collected in this area are given in
Module 1, They include: recruitment and selection of staff
including any testing and interviewing techniques; orientation,
induction, counseling, and probation of new employees;

education, training and development; supervisory behavior

patterns, attitudes, and responsibilities; staff participation |
in management including communication, group processes,
and meetings; employee appraisal and standards of performance;

discipline, grievance procedure, and arbitration; job evaluation

B W S D 1T

and descriptions; classification and pay plans; wage and
salary administration; physical working conditions which

contribute to staff morale; accident prevention and safety -

programs; mental illness and physical illness; fringe benefits;

and retirement provisions.

IV. Output | B
The output of the Personnel Module should include guide- i?

lines, instructions, explanatory material, etc., to enable the |

staff in each individual Army Technical Library to develop
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standard operating procediures and/or other appropriate managerial
or administrative tools covering the area of personnel as
indicated in the preceding section and including any other
techniques and methods which, based on the inputs received
from the VOD Module, or on the contractor's knowledge or
experience are relevaﬁt to the objectives of this module,

The products which constitute this output are to be presented
in such format, style, completeness, etc., that the typical
Army Technical Librarian can be expected to derive therefrom
the necessary statements of standard operating procedures,
etc. Graphic, pictorial, tabular or other presentation means
should be used whenever possible to facilitate this task of

the Technical Librarian.,

REFERENCE IN MODULE 5%

28, U.S. Department of the Army. Research and Technology
. Work Unit Summary, "TISA Work Unit. » January

*Page number on which reference is cited follows the double
colon (::).

- P gporr e ———




M6-1

MODULE 6
BUDGETING
I. Iniroduction

The objective of Work Unit 02/005, Standard Operating
Procedures for Technical Library Services, of the U.S. Army's
Technical Information Support Activities Project (TISA Project)
is the development of guidelines, instructions, explanatory
materials, etc., to enable each individual Army Technical
Library to prepare, and update as necessary, specific standard
operating procedures or other comparable managerial or ad-
ministrative tools which would be appropriate for its par-
ticular set of circumstances. The totality of effort nec-
essary to accomplish this objective has been broken up into
a number of separate efforts, hereinefter referred to as
"modules," for convenience in financing, phasing and admin-
istration. Each of these covers one or more of those speéific
technical or administrative areas (or elements or functions)
of concern to Army Technical Librarieg which is felt to be to
at least some extent amenable to an SOP (standard operating
procedure) type of treatment.

This section defines a module to cover the preparation of
guidelines and other material relating to budgeting. The module
will be referred to as the "Budgeting Module." The term "contractor"
will be used to mean any agency, Federal or non-deefal, which

performs the work indicated.

The contractor for this module will not, without the express
consent of the Contracting Authority, contact Army Technical Libraries

USe—-
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or Librarians. To avoid an intolerable load of interference by
people working on this Work Unit, a separate module has been set
up for the express purpose of visiting, observing and describing
the facts needed by the contractors for the other modules, including
this one. Therefore, the contractor for this module will be
expected to work with whatever input he gets from the VOD ("visit,
Observe and Describe") Module, the open literature and his own
knowledge'and experience.
II. Discussion

A. Geperal

Budgeting is one of the most important management tools.
The budgeting process provides information for planning, decision
making and controlling. It facilitates the evaluation of the
different programs in relation to each other. It helps the
administrator to make choices among compgting demands by
foreing him to establish a system of priorities.

B. Alterpatives

It must be assumed that no one budgeting method would suit
all Army Technical Libraries. Alternative budgeting methods
suitable for use in Army Technical Libraries need to be identifiedv
and explained along with a detailed exposition of the factors
which enter into a determinétion of which is the best to use in
a given situation. For each of these altermative methods detalled
guidelines should define all special terms, and explain what steps
should be taken and in what order to put them 1nto,practice. |

Alternatives to be considered should include, but not be limited to,




M6-3

line~item budgeting, performance budgeting and planningwprogramming-‘
budgeting (PFBS). A description of performance budgeting by Catherine
Maybury (16) may serve as a possible example to be followed with
necessary modifications. Also, certain aspects of long range planning
associated with PPBS are treated in Module 2, the "Mission Module."
C. Def ipati e N Activiti
The guidelines should include guidance on how to determine
the prograns of work. For example, this may be done by a scrutiny
of present programs and departmental activities. OSuch a scrutiny
is useful in discovering unnecessary duplications of effort. It
nay reveal to what extent the various programs contribute to
achieving the objectives of the library. It can reveal obsolete
procedures which have long lost their raison d'etre. Instead,
or in addition, a scrutiny of all planned activities may be
needed. The guidelines should explain and detail these steps.
D. Cogt Determination
 The guidelines should also detail how to determine the cost
of the various existing and planned progrems. For example, some
such sequence as the following (which is not intended te constrain
the contractor in any way) might be detailed:
1. ,Step One: List all the budget items which are necessary
?or realizing each of these programs. This list should\
include:
a. Salaries (professional, non-professional.)
b. Book fund (monographs, serials, periodicals,
reports, microforms, and other library materials.)
c. Binding and repéirs (monographs, journals and other

library materials.)
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d. Supplies (all stationary, cards, punched forms,
paper, etc.)
e. Equipment (purchase or rent of any mechanicel

device such as typewriters, unit record equipment,

etc.)
f. Farniture e
g. Travel

h. Telegraph, telephone, including telex service.

i. Photocopying (including xerox and other copying

By S S e i

nethods. )

j+ Use of outside service (central processing, SDI,
computer time, etc.) | .
k. Building (maintenance, repairs, exterior, new
structures. ) E
1. Office cleaning, lighting, heating, insurance. |
m. Miscellaneous (whatever is not included in a=-m.

These budget items may be grouped according to fixed and

variable costs. The latter include those costs that vary with

the value of work such as technical processes, reference service,

circulation, interlibrary loans. The fixed costs includes

building maintenance and other costs which increase only with

the increase of the total operation of the library.

2. ©Step Two: Work out the costs for all items listed
in Step One. In this section, the guidelines should
provide various methods by which this task may be
best accomplished. For example, with reference to
items a. and b. on the proceding list:

a. To show how salaries needed for personnel should
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be related to the number of persons and the number of
man~hours needed to accomplish each program.
In dealing with salaries for personnel, guides

should be given as to what minimum proportion of the

~ total budget should be spent on salaries in order to

" be able to maintain adequate library service. The

guides might even provide a formula for such calculation.
A simple formula for such an operation is described by
Kyle (2:26-27). Such formula would consider such
variables as the type of indexing and cataloging, special
services, the proportion sf periodicals, te books.

For example, if the library receives a large number

of publications gratis or through exchange, the book
budget will not be large, but these materials need
processing which might be costly. Also, in-depth
cataloging and indexing is far more costly fhan a
simplified procedure for such operations.

The guides should point out such facts as that

a 65 to 85 percentage of the budget required for

gsalaries is not unusual in technical libraries.

b. In connection with the cost budget, the guides

‘ghould take into account the fact that, as prices

go up, budgetsd”amounts must go up correspondingly if
the ssme activity levels are to be mainteined. This
applies not only to book budgets but also to periodical

subscriptions and other library materials which have

to be added to the book budget.. Here the guidelines

G S o
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should point out such factors as retrospective buying,
replacement of worn items, possible microfilming project,
which apart from the normal rate of acquisition of new
materials, affect the book budget.

While only items a. and b. from the list in Step One
have been used as examples, the module should provide
such guides for every such item used in such a list as
that in Step One.

Step Three: Use available performance standards in

order to determine the number of man-hours needed for
each library program. If they have no performance
standards for certain operations, use available infor-
mation on time needed for those operations during previous
years. (The various procedures by which performance

standards may be established is the task of Module 7;
therefore, they are not discussed here.)

Budget Presentation

This module should provide guidelines, also, on presentation.

F.

For example, one procedure that might be explained would present

the budget in two parts:

a. QPart One, which describes services performed
during the past year and planned to be continued
during the coming year, and

b. Part Two, which describes requests for entirely
new services, for substantial incre#se of

~volume in some already existing service or
services, or for much better quality of one

or more of the existing services.

Mﬁs&i}m

A short description and justification for all programs
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should be included in the budget. This justification should
mention how the increasé or decmease in the various activities
will affect the cost of materials, salaries, equipment, outsids

services, etc.

IV. Relation %o Other Work
The contractor for the Budgeting Module should check the
Guide to Laws and Regulations on Federal Libraries (8) produced

by Work Unit 02/003, among other‘soufceé, to ascertain what, if
any Army, DOD or Federal regulations apply to Army Technical
Library budgets. Other TISA Work Units that should be checked
for related information include:

02/009 Technical Library Personnel Training

02/012 - Model Library - |

03/010 - Public Relations Handbook for Information Activities
V. Quiput

The output of’the BudgetingvModulg should include guidelines,
inStructioﬁs, explanatory.material, etc., to enable the staff of
each individual Army Technical Library to develop standard operating
procedures and/or other appropriate managerial or administrative
tools covering the area of budgeting as indicated. in the preceding
sections and including any other techniques and methods which,
based on the input received from the VOD Module, or on the
contractor's knowledge or experience are relevant to the objectives
of this module. The products which constitute this output are
to be presented»in such format, style, completeness; etc., that

the typical Army Technical Librarian can be expected to derive '
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therefrom the necessary statements of standard operating procedures,
etc. Graphic, pictorial, tabular or other presentation means
should be used whenever possible to facilitate this task of the
Technical Librarian. For example, in the present case, a sample
budget, actual or imaginary, for each different type of budget
presented, should be part of the output.

REFERENCES IN MODULE 6

2. Ashworth, Wilfred (ed).

Handbook of gpecial librarianship
and_inﬁnzmailnn;unnk, 3rd ed., London: Aslib. 1967.
M6'5 )

8. Guide to Ig ‘
Army Technical Library Improvement Studies (ATLI&)

Department of the Army. New York: Bowker. 1968. :
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16. Maybury, Catherine. "Performance budgeting for the

library." ALA Bulletin, 55:46~53, January 1961.
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MODULE 7
PERFORMANCE MEASTREMENT AND EVALUATION

I. Introduction

The objective of Work Unit 02/005, Standard Operating
Procedures for Technical Library Services, of the U.S. Army's
Technical Information Support Activities Project (TISA Project)
is the development of guidelines, instructions, explanatory
materials, etc., to enable each individual Army Technical

Library to prepare, and update as necessary, specific standard

opérating procedures or other comparable menagerial or ad-
ministrative tools which would be appropriate for its par-

ticular set of circumstances. The totality of effort nec-

essary to accomplish this objective has been broken up into

a number of separate efforts, hereinafter referred to as

"modules," for convenience in financing, phasing snd admin-
istration. Each of these covers one or more of those specific
technical or administrative areas (or elements or functions)

of concern to Army Technical Libraries which is felt to be to at

least some extent amenable to an SOP (standard operating

procedure) type of treatment.

This section defines a module to cover the areas of

performance measuring and 6valuation. The module will be

referred to as the "Evaluation Module." The term "contractor"

will be used to mean any agency, Federal or non-Federal

vhich performs the work indicated.
The contractor for this module will not, without the express

consent of the Contracting Authority, contact Army Technical Libraries E
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or Librarians. To avoid an intolerable load of interfereunce by
people working on this Work Unit, a separate module has been set

up for the express purpose of visiting, observing and describing

the facts needed by the contractors for the other modules, including
this one. Therefore, the contractor for this module will be
expected to work with whatever input he gets from the VOD ("Visit,
Observe and Describe") Module, the copen literature and his own
knowledge and experience.

I1I1. Background
A significant amount of effort has been expended within the

field of library and information science over the last twenty years

in an attempt to develop specific models which can be utilized in

the performence measurement and evaluation of information systems,

especially cost-benefits analysis and the determination of cost i

effectiveness. Many have employed sophisticated methods which have

not been utilized in operational environments either because they

have been directed primarily at specific elements of en informatioh system
(e.g. index perfdrmance, ete.) or because the actual implementation

of the performance measurement and eveluation has been too complex,

time consuming and expensive.

III. Discussion

What is needed are generalized procedures (i.e. which consider

the total library system) which will provide the staff of Army
Technical Libraries with basic information relating to cost,

performance, and benefits of the library and their interrelationships.

Methodologies developed by Orr, et al, should provide an excellent

example of the level of detail and sophistication which seems
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appropriate to meet the needs of Army Technlcal Libraries.
(41, (42), (43). Methods employing sophisticated statistical
analysis would be inappropriate for the conceived purpose of
the module.

The contractor will study and analyze the inputs received from
the VOD Module, and will use the available literature as well as
his own knowledge and experience to indentify all existing
performance and evaluation methodologies. He will examine and
evaluate these to determine their relevance to Army Technical

Libraries. While no original research is desired in terms of

developing new methodologies, this must not be construed as pre-
cluding combining parts of different existing methodologies
in new ways if the contractor is confident that these do not
need testing before being put into use. Finally, he must
develop formats and means of presentation which will be simple
enough to encourage their use.
IV. BRelation to Other Work

While the more sophisticated procedures developed by the
John I. Thompson Co. as the product of Work Unit 02/001 (37),(38),

(39), may not be suitable for the purposes of this module, they

should nevertheless be carefully studied for their implications

and implicit suggestions. To give one example, Wessel states that:

The adequacy and clarity of the library mission
statement is a criterion of the effectiveness of
the library, for on it hinges the ability of the
library staff to fulfill the purposes of the
organization. (38:1)

Other Work Units which might relate to the interests of
the Evaluation Module sre:
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02/008 - User's Guide (Might performance reflect the
quality of such a guide, at least to a slight
extent?)
02/010 = Mechanical Support Equipment
02/012 = Model Library
02/017 - Cost Analysis of Information Analysis Centers
V. Quiput
The output of' the Evaluation Module should include‘guidelines,
instructions, explanatory material, etc., to enable the staff
of each individual Army Technical Library to develop and
implement standard operating procedures and/or other appropriate
managerial or administrative tools covering the areas of per- .
formance measurement and evaluation as indicated in the preceding
sections. The products which constitute this output are to be
presented in such format, style, completeness, etc., that the
typical Army Technical Librarian can be expected to derive there-
from the necessary statéments of standard operating procedures,
etc. Graphic, pictorial, tabular, or other presentation means

should be used whenever possible to facilitate this task of

the Technical Librarian.

REFERENCES IN MODULE 7%
37. Wessel, C.J. et al. Criteris for evaluating the effectiveness

geexch and state of the art. John I. Tuompson and Company.
Washington, D.C., February 1967. AD 649 468. ::M7=4.

38. Wessel, C.J. et al. (Criterias for evaluating the effectiveness
of library operations and services, Phase II: Data

« John I, Thompson and Company.
Washington, D.C., August 1968. AD 676 188, ::M7-3. .
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39. Wessgel, C.J. et al. mmummmmmxmm
i i | . John
I. Thompson and Company, Washington, D.C., January 1969.
AD 682 758, ::M7-3,

4l. Orr, Richard H., et al. "Development of methodologic tools
for planning and managing library services: I. Project

goals and apprcach,"
56:235=240, July 1968. ::M7-3.

L2. Orr, Richard H., et al. "Development of methodologic tools
for planning and maneging library services: II.
Measuring a library's capability for providing documents,"

Medical Library Association Bulletin, £6:241-267, July
19680 H "3 °

43. Orr, Richard H., et al. "Development of methodologic tools
for planning and managing library services: III.
Standardized inventories of library services," Medical

Limwmnmum:.n 56:380-403, October 1968.
° oM'?.B R

*Page numbers on which references are cited follow the
double colon (::).
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MODULE 38

CATALOGING, CLASSIFICATION, INDEXING, ABSTRACTING AND
| FPILE ORGANIZATION

I. Introduction

The objective of Work Unit 02/005, Standard Operating
Procedures for Technical Library Services, of the U.S. Army's
Technical Information Support Activities Project (TISA Project)
is the development of guidelines, instructions, explanatory
materials, etc., to enable each individual Army Technical
Library to prepare, and update as necessary, specific
standard operating procedures or other comparable managerial
or administrative tools which would be appropriate for its

particular set of c-ircumstances. The totality of effort

necessary to accomplish this objective has been broken up
into a number of separate efforts, hereinafter referred to
as "modules," for convenience in financing, phasing and
‘administration. Each of these covers one or more of those
specific teehnical or administrative areas (or elements or
functions) of concern to Army Technical Libraries which is

felt to be to at least some extent amenable to an SOP

(standard operating procedure) type of treatment.

This section defines a module to cover operations relating
to cataloging, classification, indexing, abstracting and file
organization. It also covers related areas such as the

development and maintenance of such supporting tools as

- glossaries, thesauri and terminology management in general.

The module will be referred to as the "Intellectual Proceseing

bt b eSS
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Module." The term "contractor" will be used to mean any
agency, Federal or non-Federal, which performs the work
indicated.
The contractor for this module will not, without the
express consent of the Contracting Authority, contact Army
:Technical Libraries or Librarians. To avoid an intolerable

load of interference by people Qorking on this Work Unit,

a separate module has been set up for the express purpose
of visiting, observing and describing the facts needed b§
the contractors for the other modules, including this one.
Therefore, the contractor for this module will be expected
to work with whatever input he gets'from the vOoD ("Visit,

Obhserve and Describe") Module, the open literature and his

own knowledge and experience.

II. Discussion

The scope of Module 8:
(1) Descriptive and subject cataloging (classification
and allocation of subject headings) of all types

of library materials, including:

a. Pre-cataloging, e.g. searching.

b, Post-cataloging, e.g. call numbering.

c. Recataloging.

d. Catalog maintenance (filing, withdrawing,

amendments of entries, etc.)

(2) Indexing of periodical articles, reports, etc. j

(3) Abstracting.
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, (4) PFile organization of technical reports, pamphlets,

preprints, reprints, etc.

No matter how good the library's collection is, without
good bibliographic apparatus the use of the librar& collection
will seriously be hampered. O0Of all library operations the
creation of proper bibliographic control is one of the most
expensive., It is believed that with proper procedures the
quality of cataloqging, indexing and abstracting can be

improved without additional costs.

A. Cataloging and Classification

It should be the responsibility of the contractor to | i,

prepare guidelines for the cataloging of monographs, serials,

technical reports, and other forms of materials available in

? Army Technical Libraries. Consideration should be given to

COSATI standards (40) and other existing rules and procedures (44)

and their procedures either adopted or modified as necessary.
Because of the importance of technical reports to the‘ - | ;
, Department of the Army's RDTEE efforts, special emphasis
%! should be devoted to problems associated with their biblio-
g:aphic control, organization and maintenance. If isvnot
expected that this module should formulate simplified
descriptive and subject cataloging rules,‘but rather that
it should give guidance on how already existing and qeperally
accepted rules, codes, classification schemés, etc., can be
“used to hest advantage,

These guidelines should identify all central, cooperative
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and cooperative centralized cataloging services which might

be useful for Army Technical Libraries and are operating at

the time of writing the quidelines. These cataloging services

do not necessarily have to originate from Army Technical

Libraries. Even commercial services may be considered if
in the judgement of the contractor they can be useful for
the user of the guidelines.

The contractor should also establish criteria for
evaluating the various central or cooperative cataloging
services, taking into consideration such factors as subject
coverage, time lag, costs and quality of service. These
criteria should be written in such a way that Army Technical
Libraries should be able to decide on the basis of these
criteria whether to subscribe to or to participate in any
of the catalogihg services identified in this module.

Local conditions may have to determine cataloging
procedures to a considerable degree. However, it should be
possible to work out general guidelines for all phases of
cataloging which would be appliéable in the majority of
Army Technicai Libraries.

| For the pre~cataleging operation the guidelines could

take as a possible model G. Lowy's A Searcher's Manual,

Part 2, Ch. I, pp. 23-26. (14)

In the subject cataloging operation, for example, the
quidelines might give advice on whether it is more efficient
to work out the subject headings first rather than the class

numbers (if the library is using a dictionary catalog). A

- .‘Mfr-w.—m.} k.
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detailed systems analysis of cataloging is nct required.
However, general guides to the step-by-step operations of
descriptive as well as subject cataloging would be expected.

It is advisable that the guidelines make provision for
original cataloging procedures as well as for the cataloging .
of works for which the library receives printed cards from
an outcide source. Thus separate sections should deal with
original and copy=cataloging procedures.

The guidelines should also cover the various sorting
and filing procedures of catalog entries.

The automation aspects of cataloging should be examined;
The various factors affecting automation of any phase of the
cataloging processes should be identified and explained in
enough detail to give Army Technical Librarians a sound basisi'
for deciding whether cr'not to automate all or part of their
operations in this area.

B. Indexing , :

- According to a report of a UNESCO Conference on

Science Abstracting, Paris, 1959, an index is defined as
"a systematically arranged list giving enough information about
‘each item for it to be traced." However, in the present
context the emphasis in indexing should be on the subject
indexing, that is allocetion,of descriptorsr to non-moncographic
”“"materiels such asmjournelférticles and scientific and
technical reports of less than fifty pages.

’The»contractor will identify and evaluate the various

indexing sYstems which at the time of writing ere”operational
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in Army Technical Libraries. For each different type system
the various advantages, disadvantages, costs of operation,
etc., should be presented in such a way as to provide general
guidelines to Army Technical Libraries as to what systems
would be most suitable and how to prepare SOP type instructions
for its operation.

Since indexing systems generally use some sort of list

of acceptable words for index headings, often called a

thesaurus, guidelines should be provided as to prbcedures for
selecting the appropriate type of terminological management
device(s) and theirvselection or development and maintenance.

C. Abstracting

One definition of an abstract is "a summary of a

publication or article accompanied by an adequate biblio-

-graphical descriptioﬁ to enable the publication or article ;
to be traced." There are abundant examples in the 1iterature ” §

of guidelines or instructions for abstracting procedures.

Borko and Chatman analyzed and compared sets of such instructions

as to their function, content and form. (3) , %
The contractor should present guidelines for preparing 3%
standard operating procedures for abstractors in Army Technical ?f
Libraries. These guidelines should cover all aspects of }
’informative, indicative and combined informative and indicative ii

abstracting. The level of personnel which adequately can
perform the task of abstracting should also be indicated.
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D, File Organization

This term is used in a broad sense in this context,
meaning the physical arrangement of library materials on
shelves and in filing cabinets.

The contractor should provide guidelines for determining
the most desirable housing and physical arrangements for at

least the following library materials: monographs, bound

periodicals, unbound periodicals, scientific and technical

reports, (securiﬁy~c1assified and non-classified), various
microforms, and maps.

| Because of the importance of technical reports to Army
RDTEE efforts and the special problems associated with their
bibliographical contrdl and organization for accessibility,
they should receive special attention., Guidelines should be
prepared indicating alternative methods of bibliographic,and
subject access (e.g. cataloging and indexing on a local basié,
utilization of existing indexes and abstracts, for instance:

U.S. Government Research and Development Reports, Scientific

and Technical Aerospace Reports, and Nuclear Science Abstracts,

etc.). Special attention should also be given to their
physical organization (e.g. integrated with other materials,
ser:rate by accession numbers, sebargte by corporate authors,
ete.). |

Special care should be taken to identify the circumstances
under which various kinds and forms of non-book materials

should or should not be integrated into the main collection.

P
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To encourage the development of a standard citation
format(s), a biblicgraphic guide manual which will provide
a citation format to be used by Army Technical Libraries
should be developed., Examples of existing rules which should
be examined can be procured from agencies such as COSATI, the
Library of Congress, the Government Printing Office, the
University of Chicago and some of the primary research

journals in the fields of science and technology.

III. Related Work

The contractor should ensure that his efforts include
any relevant results from at least the following Work Units:
02/006 - MARC II Test Tape Analysis
02/007 - Procedure for Preparing Detailed Indexing
Terminology
02/012 - Model Libraries

IV. Output

The output of the Intellectual Processing Module should
include guidelines, instructiocns, explanatory material, etc.,
to enable each individual Army Technical Library to develop
and implement standard operating procedures and/or other
appropriate managerial or administrative tools covering the
areas of cataloging, classifications, indexing, abstracting,
file organization and such supporting elements as terminology
management as indicated in the preceding sectiohs. The
products which constitute this output are to be presented in

such format, style, completeness, etc., that the typical

E
i
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Army Librarian can be expected to derive therefrom the necessary
stataments of standard operating procedures, etc. Graphic,
pictorial, tabular, or other presentation means should be

used whenever pouasible to facilitate this task of the Technical

Librarian.

REFERENCES IN MODULE 8+*

3. Borko, Harold, and Seymour Chatman, "Criteria for
acceptable abstracts: a survey of abstracters'
instructions." American documentation, 14:149=60,
April 1963, ::M3-¢

14, Lowy, George. A searcher's manual. Hamden, Conn.: Shoe
String Press, 1965. ::M8-

40, U.S. Federai Council for Science and Technology. Committee
on Scientific and Technical Information. Standards
for desc§$ptive cataloging of government scientific and
technical reports, Washington, D.C., 1966 ~ AD 647 092,
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44, Anglo-American cataloging rules. Prepared by the
American Library Association, the Library of Congress,
the Library Association, and the Canadian Library
Association, Chicago: A.L.A. 1967, ::M8=3

*Page numbers on which references are cited follow the double
colon (::). '

e et o = st 4 s e IO




M9 - 1

MODULE 9
PHYSICAL PROCESSING

I. Introduction

The objective of Work Unit 02/005, Standard Operating
Procedures for Technical Library Services, of the U.S. Army's
Technical Information Support Activities Project (TISA ?roject)
is the development of guidelines, instructions, explanatory
materials, étc., to enable each individual Army Technical
Library to prepare, and update as necessary, specific standard
operating procedures or other comparable managerial or
administrative tools which would be appropriate for its
particular set of circumstances. The totality of effort
necessary to accomplish this objective has been broken up into
a number of separate efforts, hereinafter referred to as
"modules," for convenience in financing, phasing and admin-
istration. Each.of these covers one or more of those specific
technical or administrative areas (or elements or functions)

'of”concern to Arﬁy Technical Libraries which is felt to be to

at least some extent amenable to an SOP (standard operating

procedure) type of treatment.

This section defines a module to cover physical processing

of library holdings. The module will be referred to as the

"Physical Processing Module.” The term "contractor" will be

used to mean any agency, Federal or non-Federal, which performs

the work indicated.

The contractor for this module ﬁill not, without the express

consent of the Contracting Authority, contact Army Technical

S TR W e .
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é Libraries or Librarians. To avoid an intolerable load of
interference by people working on this Work Unit, a separate
module has been set up for the express purpose of visiting,
observing and describing the facts needed by the contractors
for the other modules, including this one. Therefore, the

contractor for this module will be expected to work with

whatever input he gets from the VOD ("Visit, Observe and
Describe") Module, the open literature and his own knowledge

and experience.

II. Scope
Physical processing includes the preparation of library

materials for shelving, as well as the physical preservation

: measures such as repairs, rebinding, reinforcing, laminating,

etc.

1 III. Discussion
It should be the responsibility of Module 9 to provide
guidelines for Army Technical Libraries as to:

{ (1) Selecting the bookbinder (including the preparation

of specifications for the binder, and procedures
for requesting quotes). |
v (2) Deairable'binding raquiremehts for monographs and
%, periodicals (including binding stfles and binding
materials).
(3) Labeling of bound volumes by: labels to be affixed,
~:ty1us; geld tooling and any other usual methods.
The best available label which does not part from

the book easily should be identified by brand name.

- e T R T T )
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(4) Reinforcing (with special emphasis on the preparation

‘ for the shelves of technical reports and other
materials which do not warrant proper binding).

(5) 'The kinds of material that need lamination.

(6) The type of book which needs recasing - = but not
rebinding.

(7) The criteria for library materials which should or
should not be bound.

(8) The criteria for various repairing practices which
can efficiently and economically be done by library
personnel. |

(9) The minimum binding records to be maintained.

IV. Related Work

Other TISA Work Uniis that might relate to the work
of this module include: |
02/010 - Mechanical Support Equipment

02/012 - Model Library

V. Output

The output of the Physical Processing Module should
include guidelines, instructions, oxplanatoryvmaterial, etc.,
to enable each individual Army Téchnica& Libraéy to develop
and implement standard operating procedures and/or other
appropriate managerial'or administrative tools covering the
area of pbysical processing as indicated in the preceding

sections. The products which constitute this output are to

by ¢ T oICTRAEE AT
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be presented in such format, style, completeness, etc.,
that the typical Army Librarian can be expected to derive
therefrom the necessary statements of standard operating
procedures, etc. Graphic, pictorial, tabular, or other
presentation means should be used whenever possible to

facilitate this task of the Technical Librarian.
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MODULE 10

IDENTIFICATION, EVALUATION AND SELECTION OF
INFORMATION SOURCES AND SERVICES AND COLLECTION
MAINTENANCE

I. Introduction

The objective of Work Unit 02/005, Standard Operating
Procedures for Techrnical Library Services, of the U.S, Army's
Technical Information Support Activities Project (7ISA Project)
is the aevelopment of éuidelines, instructions, explanatory
materials, etc., to en%ble each individual Army Technical
Library to prepare, ané update as necessary, specific
standard opefating procedures or other comparable managerial
or administrative tools which would be appropriate for its
particular set of circumstances., The totality of effort
necessary to accomplish this'objective has been broken up

into a number of separate efforts, hereinafter‘referrgd‘to as

*modules," for convénience in financing, phasing and
administration. Each of these covers one or more of those . .

specific technical or adninistrative areas (or elements or

functions) of concern to Army Technical Libraries which is
felt to be to at least sbme extent amenable to an SOP
(standard operating procedure) type of treatment. é
 This section defines a mbdulé to cover the identification, 5
evaluation, and seléctionbf information sources and services
and the maintenance of collections. The module will be |
referred to as the "Selection Module."” The term ”contractorf

will be used to mean any agency, Federal, or non-Federal, which

performs the work indicated,
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The contractor for this module will not, without the
express consent of the Contracting Authority, contact Army

Technical Libraries or Librarians. To avoid an intolerable

load of interference by people working on this Work Unit, a
separate module has been set up for the express purpose of ;
visiting, obsefving and describing the facts needed by the
contractors for the other modules, including this one, | ;
Therefore, the contractor for this module will ba expected
to work with whatever input he gets from the VOD ("visit,

Observe and Describe") Module, the open literature and his

own knowledge and experience.

II. Background

| The identification, evaluation and sélection of sources

of sciehtific and technical infarm&tion and services is one

of thg basic functions of any tachnical library. To provide the
library's users with the information they need, when they

need it, requires "... that the library anticipate these

nueds as far as possible by ensuring that material for which

there is a known demand or which is likely to bé required
at short notice is either in the library collection or can
be obtained readily from other sources.®” (2:35)

A related factor which is less often congsiderad, but is
nonetheless an important aspect of library cperations and
services, is that‘relating to the cnllection maintenance,
Falling within this area are questions of weeding policy,

and procedures; the selective retirement of specific types

m———r— R S it i R e e A 8¢ R IS P P sy Aot e L DD =
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of materials, and, how the materials themselves are organized

for patron use.

ITI. Scope | e

Because acquisitions (that is the actual process of o %j
acquiringmlibrary materials) is being investigated in TISA
Work Unit 02/016, "Acquisitions of Library Materials," this

Selection Module is concerned only with the process as it %

occurs up through the determination of the specific items
which are to be acquired. It will not investigate how
materials are acquired but rather the procedures of determining

what is to be acquired.,

IV, Discussion

A, General

In general, the anticipation of the user's needs is

1nf1uenced by the following factors:
(1) The mission of the library and its parent

organization,
(2) The characteristics and needs of a user
population, | |
(3) ‘The characteristics of the rglevant scientific R
and technical literature, |
Knowledge of these factors is essential to the development of
a detailed acquisitions policy which is related to the |

library's mission, its associated responsibilities, ahd the

needs of its users. '- | - , i
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Other factors which must be specified in detail to

produce a unified and integrated acquisitions program are the

subject coverage of the collection and the exhaustivity and

specificity of selection which should be maintained.

B. Mission
- The mission of the library and its parent organization
; is a topic which is examined in detail in Module 2., It is the
respoﬁsibility of this mcdule merely to indicate the role
] | which the mission should play in the development of standard
ég operating procedures, etc., relating to the identification,
evaluation and selection of information sources and services

- and collection maintenance. It is not a responsibility of

this module to develop guidelines to assist in the development

é of a mission statement.

é‘ ~ C. User Needs
| The specific characteristics and needs of the |

user population must also have a determining influence'dn the

‘-composition»of'the library's collection and on the library's
selection policy. Therefore, one major objective of this‘

| module is the production of a comprehensive set of guidelines
to assist individual Army Technical Libraries to develop |
procedures for user surveys which will ascertain user interests
and needs. Such surveys should #lso provide the basis for
determining the level of exhaustivity and specificity which

must be met to satisfy the majority of the users' needs.
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Consideration should be given to adapting reference (13)

A study of library users' needs in the Savannah District,
Corps of Engineers to the needs of the individual Army Technical

Libraries. With certain modifications the study should provide

an excellent model for use by other Army Technical Libraries.

D. Characteristics of the Literature

The characteristics of the scientific and technical

" literature relevant to the mission and user needs of a

particular Army Technical Library must also exert a determining
influence on the selection policy. The contractor should
develop an analysis of this effect that will assist the various
Army Technical Libreries to adapt their identification/selection
procedures to the perticular substantive arsas they have to

deal with., The report of the VOD Module should guide the
contractor in his selection of substantive areas to be ‘included

in the analysis. If that report should not contain adequate_

information as to what substantive areas are covered by the

various Army Technical Libraries, then the contractor should

Wconsult with the Contracting Authority as to how best to get
that information. Lists of core selection tools in the |

7,’appropriate'areas of science and technelogy will be prepared‘

by the contractor.

E. Collection Maintenance
" The high‘rate‘of cbsolescence of much scientific and
technical 1oformation, coupled with space limitations of
Army Technical Libraries which,preclude‘the retention of
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massive files of little used materials, require the
establishment and implementation of policies and programs
for selective retirement and weeding of library materials.
The contractor will develop guidelines, instructions, etc.,
to assist individual libraries in establishing such policies
and programs. Particular emphasis should be placed on
serials and technical report literature since a number of
studies (19),(30) have shown quite conclusively that the
majority of scientific and technical information needs can
be served by a relatively small collection of recently

published materials.,

V. Relation to Other Work

Other TISA Project Work Units which will or might relaté
to the work of this module include:
02/003 - Preparation of Library Regulatory Guide
02/012 - TISA Project Model Library
02/016 = Acquisition of Library Materials f
03/009 - Translation Resourcec
04/003 - Networks and Communication

VI. Outgut
The output of the Selection Module should include

guidelines, instructions, explanatory material, etc., to

enable each individual Army Technical Library to develcp

and implement standard operating procedures and/or other
appropriate managerial or administrative tools covering the
areas of identification, evaluation and selection of information

sources and services and the maintenance of collections

Full Tt Provided by ERIC.

ERIC
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(i.e., selective retirement and weeding) as indicated in
the preceding sections. The products which constituﬁe

this output are to be presented in such format, style,
completeness, etc., that the typical Army Librarian can

be expected to derive therefrom the necessary statements

of standard operating procedures, etc. Graphic, pictorial,
tabular or other presentation means should be used whenever

possible to facilitate this task of the Technical Librarian,

REFERENCES IN MODULE 10*

2. Ashworth, Wilfred (ed). Handbook of special librarianshi
and information work, 3rd ed., London: Aslib. 1967,

'13. Leyman, Edward. et al. A study of library users' needs
in the Savannah DistrIct, Corps of En ¥neers. Final
Report. Herner and Eompany. Supported by U.S. Army
Engineer District, Savannah Corps of Engineers, Savannah,
Georgia, Contract No. DACN 21-69-C0013, Washington, D.C.,

July 1969. ::M10=5

19. Price, Derek J. de Solla. "Networks of scientific papers,"”
Science, 149:510-515, July 30, 1965. ::M10=6

30. U.S. Pederal Council for Science and Technoliogy. Committee
on Scientific and Technical Information. The role of

the technical report in scientific and technical
communication, 1535, PB 180 94G, ::M10-6

*Page numbers on which raferences are cited follow the double
colon (::).
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MODULE 11 A
CURRENT AWARENESS A

I. Introduction

The objective of Work Unit 02/005, Standard Operating
Procedures for Technical Library Services, of the U.S. Army's
Technical Information Support Activities Project (TISA Project)
is the development of guidelines, instructions, explanatory
materials, etc., to enable each individual Army Technical
Library to prepare, and update as necessary, specific standard
operating procedures or other comparable managerial or ,
administrative tools which would be appropriate for its 32
particular set of circumstances. ' The totality of effort vi
necessary to accomplish tﬁis objective has been broken up
into a number of separate efforts, hereinafter referred to as
"modules,"” for convenience in financing, phasing and admin-
istration. Eac: of these covers one or more of those
specific technical or administrative areas (or elements or
functions) of concern to Army Technical Libraries which»;a

felt to be to at least some extent amenable to an SOP (standard

operating procedure) type of treatment.

This section defines a module to cover the provision of
current awareness services. This module will be referred
to as the "Current Awareness Module." ' The term "contractor"

will be used to mean any agency, Federal or non-Federal, which

accomplishes the work indicatead.
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The contractor for this module will not, without the
express consent of the Contracting Authority, contact Army
Technical Libraries or Librarians. To avoid an intolerable
load of interference by people working on this Work Unit,

a separate module has been sat up for the express purpose
of visiting, observing and describing the facts needed by
the contractors for the other modules, including this one.
Therefore, the éontractor for this module will be expected
to work with whatever input he gets from the VOD ("Visit,
Observe and Describe") Module, the open literature and his

own knowledge and experience.

II. Background

Libraries have, in the past, tended to be relatively
passive organizations which waited for the user to seek
out desired information., This concept of library service has
largely fallen into disfavor and is being replaced by the
concept of a library as an active participant in the infor-
mation transfer process. It is no longer adequate for the
library to wait for the user to come to it.
The design of any future information service should be
predicated on the assumption (whether true or untrue)
that its customers will exert minimal effort in order
to receive its benefits. Furthermore, they will not
bother at all if the necessary minimum is higher than
aome fairly low threshold. (25)
III. Scope

Current awareness, for present purposes atc ieast,

consists of any library service which assists library users
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in keeping abreast of devalopments in a predetermined area
of attention. This library function is contrasted with
furnishing the most up-to-date answer to a specific question
(reader reference) and furnishing on demand, reports on all
the work done on a given subject over a specified period of
time (demand or exhaustive search) as treated in Module 12,
Services included in current awareness are accession
lists, routing of materials on a predetermined basis, tables-
of-content, selective dissemination of information, continuing
bibliographies and other such services which Army Technical

Libraries are known to provide.

IV, Discussion

The Current Awareness Module contractor will be
responsible for developing guidelines for the following:

(1) Procedures for the determination by each Army
Teciinical Library of the current awareness needs
of its users. |

(2) The analysis and evaluation by each Army Technical
Library of the various existing forms of current
awareness services (including characteristics,
advantages, disadvantages, costs, ctc.) in order to
‘decide which ones are most appropriate to a
particular set of circumstances.

(3) The preparation of instructions, standard.opcrating
procedures, erc., by each Army Technical Library |

to make the most effactive‘use'of whatever current
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awareness services it may be offering at any given
time. Reference (11) should, among others, be useful

in this regard.

V. Related Work

Several other TISA Project Work Units are quite likely
to produce results of importance to this module. "Procedures
for Preparing Detailed Indexing Terminology," 02/007, could
yield valuable assistance in characterizing the library's
materials in such a way as to make their selection more
accurate.

Reports already produced by the U.S. Army Natick
Laboratories for Work Unit 03/003, "Installation Selective
Dissemination Plan," should provide much helpful material.
Other work units that should be checked into by the contractor
are:

02/012 - Model Library
02/008 - User's Guide to Library Services

VI. Output
The output of the Current Awareness Module should include

guidelines, insﬁructions, explanatory material, etc., to
enable each individual Army Technical Library to davelop
and implement standard operating procedures and/or other
appropriate managerial or administrative tools covering

current awareness services as indicated in the preceding

sactions, The products which constitute this output are
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to be presented in such format, style, completeness, etc.,
that the typical Army Technical Librarian can be expected

; to derive therefrom the necessary statements of standard

Q operating procedures, etc. Graphic, pictorial, tabular, or
other presentation means should be used whenever possibi;'to

" facilitate this task of the Technical Librarian,

o o B P Bt it e e U

REFERENCES IN' MODULE 11*

1 11, Housman, E.M. (ed). Survey of current systems for

] selective dissemination of information (SD1), American

1 Tociety for Information Sclence for the Army, June
1969, AD 692 792, ::M11=4

E | 25, Swanson, Don R, "On improving communication among | ]
: scientists,” Library Quarterly, 36:79-87, April 1966,
s:M11-2 | |

*Page numbers on which references are cited follow the doubl
colon (::). | | o o
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MODULE 12
REFERENCE SERVICE

I. Introduction

The objective of Work Unit 02/005, Standard Operating
Procedures for Technical Library Services, of the U.S. Armmy's
Technical Information Support Activities Project (TISA Project)
is the development of guidelines, instructions, explanatory
materials, etc., to enable each individual Army Technical
Library,to prepare, and update as necessary, specific standard
operating procedures or other comparable managerial or
administrative tools which would be appropriate for its
partiéular set of circumstances. The totality of effort
necessary to accomplish this objective has been broken up into
a number of séparate efforts, hereinafter referred to as
"modules,"” for convenience in financing, phaSing and adminQ
istration. Each of these covers one or more of those specific
technical or administrative areas (or elements or functions)
of concern to Army Technical Libraries whi.:. .s felt to be
to at ieast some extént amenable to an SOP (standard qperating
procedure) type of treatment. |

This section defines a module to cover reference services.

The module will be referred to as the "Reference Modulé.'

The term “contractor" will be used to mean any agency, Federal
or non-Federal, which performs the work indicated.

The contractor for this module will not, without the
express consent of the Contracting Authority, contact Army

Technical Libraries or Librarians. To avoid an intolerable
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load of interference by people working on this Work Unit,

a separate module has been set up for the express purpose

'g of visiting, observing and describing the facts needed by the
contractors for the c¢ther modules, including this one. There~
fore, the contractor for this module will be expected to work
with whatever input he gets from the VOD ("Visit, Observe and
Describe®) Module, the open literature and his own knowiadge

and experience.

II. Definition

f Rothstein has provided a definition of reference services

which provides a context for the Design Study Group's

considerations:

The criteria by which reference szervice is .
distinguished...may then be summarized as follows:
(1) the provision by librarians of personal assistance
to individual readers in pursuit of information.
(2) the recognition by the library that such assistance
is an indispensable means of fulfilling the duties of
the library as an aducational institution and the
assumption of a definite responsibility to provide it,.
4 » (3) the existence of a specific administrative |
5 unit to furnish such assistance, comprised of personnel
specially equipped in the technique of referanee(ggrt;
‘)

III. Scopa and Related Wor)

In general, four basic components of what could broaﬂly
be considered User Services can be identified., They are
reference proper (this module), Current Awareness (Module 11),
aasistance with creation and maintenance of individual files
(Modulé 14), and the ancillary service of‘circulation (Module 13).
For present purposes reference proper is thought of as
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consisting of the following:

(1) Those library services commonly called "ready

reference" (e.g. verification of a citation,
#ddresses, the atomic weight of a given element,etc.),

(2) Bibliographic services such as demand literature

searches, preparation of bibliographies on specific
subjects, prepa;ation of continuing bibliographies,
prepax;tion of state-of-the-art reports, and the
development and maintenance of special files and
indexes.

(3) Other ancillary services such as editorial assistance
with publications, translation services, interlibrary
loan, photoraproddction, and other associated
services.,

Because a number of the above aspects of reference service
are'presently being examined in other TISA Work Units or as

other modules in this Work Unit, they will not be identified

as being integral to the performance of Module 12. In
particular the following aspects are not to be considered:

(1) Editorial assistance with publications (Module 16).

(2) Translation services (Module 16).

(3) Reprography (Module 16 and Work Unit 02/014),

(4) Personnel (Module 5 and Work Unit 02/015).

Other TISA Work Units whbse work may relate to this
'Reference Mbdnla include: |
02/007 -~ Procedure for Preparing Detailed Indexing

Terminology ' |
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02/008 - User's Guide to Library Services
03/009 - Translation Resources

04/003 - Networks and Communications

Iv. Discussion

A. Ready Reference

Although the number of éeady reference questions
addressed te a technical libtary may vary, Hanson hae
examined a number of studies and concludes that approximately
one~fifth of_the demands made on a library is of the“ready‘
reference" variety.§(9) This fact, of course,.emphaeizee two
important considerations: | |

(1) A need for an adequate collection ef handbooks,
data books end similar compilations, and
(2) A need for an adequately trained etaff which can
| eveluate user inquiries and interpret the collection
of reference materials to meet.the user's needs.
To support this important aspect cf’Reference SerVice,
the contractor will develop'guidelines ané‘inetructione to
. assist the various Army Technical Libraries to identify and
‘acquire the impertant reference works in whatever scientifie
and technicel fields their users require., He will also be
| re;poneible for providing guidelines and instruotione,which
will assist the staff of individual Army Technical Libraries‘
in eetabliehing in-house training programe, either to ‘acquaint
nenutechnically oriented librarians with the substantive
contentiof thevlibfary, or subject“epecielists with the'

<y
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suostantive content of librarianship as they relate to
Reference Services.

The contractor should investigate various methods of
providing direct remote communication between the user and
the libtary, to encourage efforts at ready reference, and

should design.a set of guidelines which will assist the

individual libraries in providing the most efficient and

effective service possible.

B, Bibliog;ephic Services

- It will be the responsibility of the contractor to |

finvestigate the entire process of providing bibliographic |

services, as discussed above, and to develop a series of

| manuele or guidelines which can be adapted by individual

‘Army Technicai Librariee.‘ The following'items should be

specified'by.the modules | |
,{1) 'A'generaiized deocription of procedures which
- pereonneiicanyfoliow to i&entify specific sources
ofAinformation. For inetance. what sequence of
| procedures will best insure that ell the booka,
technical reports, periodical articles, etc., which
are relevant~to a specific literature search have
been'identified? | )
‘°(2) A deteiled enumeretion of elements of a lit;rature
| search which influences ito perfornmance (e.g. the

Ascope end coverage of the search, levels of ccientific

’and technical quelity of the publication, language
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of the publication, time period of interest, etc.).
(3) Guidelines which will assist in the establishment
and maintenance of special reference files and indexes.
(4) Guidelines or manuals which will assist personnel
in the interpretation of the structure of the reference
function. Some such scheme as the following is

suggested as a basis (21):

Problam Generation

v
Information Need

Statement of Question

v

Negotiation Between
Question Analyst and
Questioner

Redefinition of Quastion

Translation of Questicn
into Tndex Language

Search
Answer

C. Ancillary Services

The major ancillary service, which should be an
integral part of this module, is the interlibrary loan service.
If the reports of the VOD Module indicate that there are already

operational interlibrary loan arrangements between some Army
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Technical Libraries, these should be described for the benefit
of others which might dare to 5oin or form similar arrangements.
Whether there are or not, the ccntractor should make a basic
presentation of the subject of interlibrary loans insofar as,

in his judgement, such arrangements have been provén workable,
This should emphasize costs versus penefits. It should also
present guideiines for developing standard operating procedures,
message formats, citation formats, net (or circuit) protocol,
etc., as if these were addressed to an existing cooperativé
‘group or to an organization in the process of establiéhing

an interlibrary loan network. ‘Any applicable ALA standards

in this area should be considered. Furnished with such
procedures and formats, the individual Army Techiical Libraries
may elect to initiate discussiona leading to such cooperative
efforts. The contractor should identify relatively broad
grdups of Army Technical Libraries which might be conitituted

as special networks (e.g. all medicsl libraries, all engineering

libraries, etc.) and recommend a program by which the effective=~
ness and efficiency of interlibrary loan between such Army
Technical Libraries might be maximized. |
In additioh guidelinos should be developed which will
permit the constant evaluation of the specific types of
information most often requested or p;qcprad gﬁrough inter-~

library loan.

B T T T S S S
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V. Ontput
The output of the Reference Module should include

§ guidelines, instructions, explanatory material, etc.,to
’f enﬁble each individual Army Technical Library to develop and
implement standard operating procedi:res and/or other |
appropriate managerial or administrative tools covering the
area of referenca services as indicated in the preceding

sections, The products which constitute this output are to

pg presented'in such format, style, completeness, etc., ﬁhaﬁ
the typical Army Technical Librarian can be expected to
derive therefrom the necesasary statements of standard | 1%
operating procedures, etc. Graphic, pictorial, tabular, or
other presentation means should be used whenever possible to

facilitate this task of the Technical Librarian.

REFERENCES IN MODULE 12*

3 9., Hanson, C.W. "Research on users' needs: where is it
3 get?%ng us?” Aslib Proceedings, 16:64~78, 1964,
$sM12=-4
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? 21. Rees, Alan M, "New bottles of old wine: retrieval and
1 librarianship,” Wilson Library Bulletin, 38:773-9,
May 1964, ::M12-6

2 22, Rothstein, Samuel. The development of reference service
: through academic tratﬁ.tionsg public library gractIce
E and specia rarianshi RL Monograph number

Chicago: AssocIatIon of ¢

ollege and Reference Libraries,
1955, ::M12=2

*Page n?mb?rs on which references are cited follow the double
co.lon (22). '
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MODULE 13
CIRCULATION

I. Introduction

The objective of Work Unit 02/005, Stand&rd Operating
Procedures for Technical Library Services, of the U.S. Army's
Technical Information Support Activitiea Project (TISA Project)
is the development of guidelines, in#tructions, explanatory
materials. etc., to enable each individual Army Technical
Library to prepare, and update as necessary, speéific standard
operating procedufes or other comparable managerial or
adminjstrative tools which would be appropriate for its

pa:ticular set of circumstances. The totality of effort

‘necessary to accomplish this objective has been brdken ﬁp

into a number of separate efforts, hereinafter referred to
as "modules," for convenience in financing, phasing and

administration. Each of these covers ona or more of those

‘specific technical or administrative areas (or elements or

‘functions) of concern to Army Technical Libraries which is
falt to be to at least some extent amenable to an‘SOP
(standard operating procedure) type of treatment.

This section défines a module to cover circulation. The
module will be referred to as the "Circulation Module," The
term "contractor" will be used to mean any agency, Fedaral
or non-Federal, which performs the work indicated.

The contractor for this module will not, without the

express consent of the Contracting Authority, contact Army




Technical Libraries or Librarians. To avoid an intolerable

load of interference by people workirng on this Work Unit,
a separate module has been set up for the express purpose
of visitihq, observing and describing the facts neaded by
the contractors for the octher modules, 1nc1uding this one.
Therefore, the contractor for this module will ba expectad
to work with whatever input he gets from the VOD ("Visit,
Observe and Describe") Module, the open literature and his

own knowledge and experience.

II., Discussion

Procedures for the handling of circulation, renewal,
overdues,‘and réserveé will vary among libraries depending
on the factors of a particular system, 1nc1uding the level
and kind of service desired, the volume of circulation,
and auxiliary records deemed necessary. (1) |

Because of the necessity of basing a circulation system

-on data which can only be'developed at an operational

.level it should be the responsibility of the contractor to

survey the variety cf circulation systems available, manual

and automated, determine and enumerate their advantages and

disadvantages and'to indicate under what circumstance (e.g.

factors listed above) specific systems could be used to best

advantage. |
Consideration should be given to operating time, material

cost, initial and continuing equipment cost, specific procedures

and other factors which could conceivably enter into the
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decision-making process ralative to the circulation system

employed by individual Army Technical Libraries.

Particular attention should be paid to the following
since they répresent the most complete and current evaluations

of existing systems:

Hunt, Donald. (ed) "Charging Systems,” Drexel Libra
Quarterly, volume 2, number 3, July 1965, (48)

sgggy of Circulation Control S*stems. Libraxy Technology
rojact, cation #7, » George Fry and Associates
for ALA, Chicago, ALA. 1961. (47) s

Library Technolggz Regortsz Circulation sxstams. | |
cago: American rary Assoclation. - to date. (1)

Special attention should be paid to circulation control

procedures relative to classified documents, with reference

being made to item (20).

III. Related Work

The Circulation Module contractor should take full advantage
of any results from TISA Project Work Unit 02/012, Model
Libraries. He should also be familiar with the "User'c Guidae

tb Library Services" produced by Work Unit 02/008,

IV. Output |
The output of the Circulation Module should include

guidelines, instructions, explanatcry material, etc., to
enable each individual Army Technical Library to develop and
implement standard operating procedures and/or other appropriate

managerial or administrative tools covering the area of

o ; el e
,‘@‘mmvwm«\] ¥
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wciréulationu as indicated in the preceding sections. The
products which constitute this output are to be presented in
such format, style, completeness, etc., that the typical
Army Technical Librarian can be expected to derive theresfrom
the necessary statements ¢of standard operating procedures,
etc. Graphic, pictorial, tabular, or other presentation
means should be used whensver possible to facilitate this

task of the Technical Librarian,

REFERENCES IN MODULE 13¢

1. American Library Association. Library Technol Reports:
Circulation Systems, Chicagos Kﬁerican Library
sgociation. ¢ $tM13=2, M13=3
20, Rea, Jack C. Development of criteriz and procedures for
management of classified document collections, information
Management, Inc., waltham, Mass, 14 April 1569.
AD 687 482, ::M13-3

46, Hunt, Donald. (ed) "Charging Systems," Drexel Libra;z
Qaarterlz, volume ., number 3, Ju1§ 1965. :: -

47, 3t dy_of Circulation Control Systems. Library Technology
roject, Pupblication ¥17, , George Fry and Associates

for ALA, Chicago: ALA. 1961. z:M13—3

_——

*Page numbers cn which references are cited follow the double
~colon (z2). .
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MODULE 14
PERSONAL FILES

T.  Introduction

The objective of Work Unit 02/005, Standard Operating
Procedures for Technical Library Services, of the U.S. Army's
Technical Information Support Activitiss Project (TISA Project)
is the development of Guidelines, instructions, explanatory materials,
etc., to enable each individual Army Techhical Library to prepare,
and update as necessary, specific standard operating procedures
6r other con ..rable managerial or administrative tools which would
be appropriate for its particular set of circumstances. The
totality of'effort necessary to accomplish this objective nas
been broken up into a number of separate efforts, hereinafter
referred to as "modules," for convenience in financing, phasing
and administration. Each of these covers one or mors of those
specific technical or administrative areas (or elements or functions)
of concern to Army Techniqal Libraries which is felt to be to at
least some extent amenable to an SOP (standard operating procedure)
type of treatment.

This section defines a module covering the personal files
of Technical Iibrary users. The module will be referred to as
the "Perscnal Files Module." The term "contractor" will be used
to mean any4agency, Federal or non-Federal, which performs the work
indicated.

The contractor for this module will not, without the exprgss
“consent of the Contracting Authority, contact Army Technicel

Libraries or Librarians. To avoid an intolerable load of inter=~
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ference by people’working on this Work Unit, a separaive module
has been set up for the express purpose of visiting, observing

and deeoribing the fects needed by the contractors for the other
modules, including this one. Therefore, the contraotor for this
module will be expected to work with whatever input he gets from
the VOD ("Visit, Observe and Describe") Mbdule, the open literature

and his own knowledge and experience.

II. Rackground

The importance of personal files to sclentists and engineers

1s emphagized by Leyman, et al in A.a&nd&.oi‘.l:.bmz.zmm_nm

when they observed

75% of the scientists and engineers and as high

as 50% of the other professional employees

maintain files or collections of scientific, -
technical, and other publications which they use

in connection with their work. Beyond this, 85%

of the employees report that their own organizational
units also maintain such files or collections which
they use. (13:13).

Because of the importance of their personal files to scientists
and engineers, Army Technical Libraries often offer interested
usere assistance in developing and maintaining the most efficient

and effective individual file system poesible for their various

~ needs. Therefore, this module has been established to provide

for thelcompilation of a set of guldelines to assist Army Technical

Librariee in this respect.

- III. Discussion

The following topics are among those which need to be addreeeed
by the oontractor for this module:
. Relation of an individual's personal file to the avallable

Army Technical Library (or Libraries, as the case may be).
This should include:

S s e B 2 gn e i f
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a. What materials, if any, should be
procured by the Library specifically
and solely for the individual.

b. What materials, if any, should be
procured by the Library for indefinite
or extended loan to the individual.

c. What assistance, if eny, the Library
will give the individual with regerd
to material he wishes to buy and pay
for himself.

d. What special arrangements, if any,
need to be established between the
Library and the individual regarding the
above material.

e Physical storage for personal files.

. Indexing, classification and idioglossary problems for
personal files and especially, their relation to indexing
classification and terminology management practices of
of the Library.

] Spscial provisions for storing and handling "classified"
(security-wise) files, if any are necessary.

. Purging (retirement or weeding) policies.

. Can or will the Library provide special SDI or other
inputs for personal files?

References (12) and (10) should prove useful in performing
the work of this module.
IV. Related Vork
| The following TISA Project Work Units would seem to have some
relevance for thie Personal File Module: -
02/007 = Procedure for Preparing Detailed Indexing Terminology

02/008 = Users Guide to Library Services

]

02/012 = Mbdel Ldbraries
03/803 - Installation Selective Dissemination Plan
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V. Qutput
The output of the personal Files Module should include guide-

lines, instructions, explanatory material, etc., to enable each
individual Army Technical Library to develop and implement
standard operating procedures and/or other appropriate managerial
or administrative tools covering the area of personal files of
technical library users as indicated in the precéding sections.,
The products which constitute this output are to be presented in
such format, style, completeness, etc., that the typical Army
Technical Librarian can be expected to derive therefrom the

necessary statements of standard operating procedures, etc.

Graphic, pictorial, tabular, or other presentation means should

be used whenever possible to facilitate this task of the Technical

Librarian.

REFERENCES IN MODULE 14%

10. Holm, Bart E. low to manage your information, New York:
Reinhold. 1968. ::ML4-3.

12, Jahddé, G. et al. "Analysis of caese histories of personsl index
use," ASIS Proceedings, Volume 3, 1964. Adrianne Press:
Senta Monica, Californisz. 1964, pp. 245=254. ::Ml4=3.

13. Leyman, Edward. et al. . ! e
i o Final

Report. Herner and Company. Supported by U.S. Army
Engineer District, Savannah Corps of Engineers, Savannah,
Georgia. Contract No. DACN 21-69-C0013, Washington, D.C.,

July 1969, ::Ml4=2.

*Page numbers on which references are cited follow the
double colon (::).
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MODULE 15
AUTOMATION

I. Introduction

The objective of Work Unit 02/005, Standard Operating
Procedures for Technical Libkrary Services, of the U.S., Army's
Technical Information Support Activities Project (TISA Projact)
is the development of guidelines, instructions, axplanatory
materials, etc., to enable each individual Army Technical
Library to prepare, and update as necessary, specific standard
operating procedures or other comparable managerial or
administrative tools which would be appropriate for its
pirticular set of circumstances. The totality of effort
necessary to accomplish this objective has been broken up
into a number of separate efforts, hereinafter referred to
&9 "modules, " for convenience in financing, phasing and
administration. Each of thece covers one or more of those
specific technical or administrative areas (or elemenﬁa or
functions) of concern to Army Technical Libraries which is
felt to be be to at least some extent amenable to an SOP
(standard operating procedure) type of treatment.

This section defines a module to cover the area of
library automation in any more comprehensive or integrative
sense than it is covered in connection with specific
substantive areas in other modules. The module will be
referred to as the "Automation Module." The term "contractor"
will be used to mean any agency, Federal or non-Federal,

which performs the work indicated.




The contractor for this module will not, without the
express consent of the Contracting Authority, contact Army
Technical Libraries or Librarians. To avoid an intolerable
load of interxference by people working on this Work Unit, a
separate module has been set up for the express purpose
of visiting, observing and describing the facts needed by
the contractors for the other modules, including this one.
Therefore; the contractor for this module will be expected
to work with whatever input he gets from the VOD ("Visit,
Observe and Describe") Module, the open literature and his

own knowledge and experience.

II. Background
The field of library automation is moving too rapidly

and evolving in tco many different directions to permit it
to be treated in the same SOP (standard operating procedur2)
fashion as subjects of the other modules. . Where possible, it:

should be discussed in the appropriate module as part of one

of the specific areas, e.g. automated means of circulation
control would be discussed in Module 13 along with non-
automated means as being among the various alternatives
‘available,

However, there is a need at this time to provide general
guidelines at the same level of practicality and ease of use
as the rest of Work Unit 02/005's products with respect to
the library automation in its larger aspects.
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j IIX. Scope

The contractor for this module is to be concerned
only with existing, fully operational, and "proven" applications
; of automation in technical libraries. Except for excaptional
i cases, even these will only be considered if two or more
of the areas (or funetions or elements) covered by otherx
modules are affected by the automation, since it is expected
that applications of automation in one narrow area will be

discussed in that module.

IV. Discussion

The principle objective of the contractor for the | o

Automation Module is tc distill from actual experience the

| best practical guidelines, criteria, and conclusions that
presently seem to be reasonably safe with regspect to the
? kinds of decisions that Army Technical Libraries can be
expacted to have to face in the area of automation. To

oversimplify, the first question usvally is whether to

automate or not. In most cases, it will turn out that this
question is inseparable from others that must be immediately
faced, such as - - what functions? How? How much? etc.

It is primarily to answer questions lika these, which the
staff of each Army Technical Library must reconsider from
time to time that this module is established. It is not

to get into details of the implementation of any decision or
dacisions to automate. However, it should present the
k various options available to an Army Technical Library that

has made a decision +o automate in one or more respects as
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to how to go from there, To do this will require discussion
of the pros and cons of alternatives such as: |
. Hire a systems analyst?
. Hire a computar programmer?
. Hire an outside consultant or firm?
. How decide what manufacturers equipment to buy?
. To what extent should the advice of the manu-
facturers be relied on?

One thing to be emphasized as one of the important
factors in deciding whether or not to automate is‘the
availability of information sources (so-called "data-bases™)
in machine sensible form and the availahility of programs for
using such information sources. The contractor must a136
develop guidance to assist the Army Technical Library in
making a determinaticn as to what information sources of
this type ralevant to its substantive fields of interest are
available. The contractor should be familiar with Rmférgnce 48,

V. Related Work

Since each other module in this Work Unit is to cover
automation within ita own area, all modules must be considered
related. The contractor should tzke full advantage of any
products of, or contacts with, with other module contractors
that can be provided by the Contracting Agency. Other TISA
Project Work Units which would appear to be related in one
way or another tovthe work of the Automation Module are:

02/006 - MARC II Test Tape Analyéis
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02/0)0 - Mechanical Support Equipment fox
Technical Library Operations

02/012 - TISA Project Model Library

02/016 = Acquisition of Library Materials

03/002 - Library Services Automation

03/005 - Interface of Technical Libraries with
Other Information Problems

04/004 - COLEX Experiments

VI. Output
The output of the automation module should include

guidelines, instructions, explanat«::y material, etc,, to
enable the staff of each individual Army Technical Library

to develop and implament standard operating procedures and/or
other appropriate managerial or administrative tools covering
the area of automation as indicated in the preceding sections.
The products which constitute this output ought to be
presented in such format, style, completeness, etc., that

the typical Army Librarian can be expected to derive therefrom:
the necessary statements of standard cperating procedures,
etc. Graphic, pictorial, tabular, or other presentatibn
means should be used whenever possible to facilitate this

task of the Technical Librarian,

REFERENCE IN MODULE 15%

48. Information Dynamics Corporation. Development Trends in
Federal Library and Information Center Automation.
 Bethesda, Maryland (Final report on Contract NO. OEC-
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MODULE 16
CAPPING MODULE

I, Introduction

The totality of effort necessary to accomplish the
objectives of Work Unit 02/005, Standard Operating Procedures
for Technical Library Services of the U.S. Army's Technical
Information Support Activities Project (TISA Project) has
been designed in terms of a number of separate efforts,
referred to as "modules,” for convenience in finéncing, phasing
and administration. In some cases there will unavoidably be
overlap of the coverage of some of these modules. In other
cases technical or administrative areas which were felt to be
amenable to SOP treatment but which were so well in hand
already were not included'in the cnverage of any of the modules
established., With such inherent weaknesses, the modular
approach that was chosen would be feasible only on the premise
that it would include provision for a specific effort to |
overcome these deficiencies and produce a single integrated
£final product. |

" This section deiines A module whose objactive is té produce
such a final product. It will be referred to as the "Capping

Module.” The term “"contractor" will be used to mean any

- agency, Federal or non~Federal, which performs the work

indicated,
The contractors for the other modules (with the exception

of the initial "visit, Observe and Describe Module"), were
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enjoined from visiting or contacting Army Technical Libraries
in order to avoid intolerable annoyance of such libraries.
The Capping Module contractor is not so enjoined for the
following reasons:

(1) It is likely that a considerable period of time,
perhaps from one to several years, will have elapsed
from the commencement of visits by the VOD Module
contractor and the commencement of work by the
Capping Module contractor. In order to have an
up-to-date final product for Werk Unit (2/005 as
a whole, the Capping Module contractor may need to
contact one or many Aryrmy Technical Libraries to
ascertain if conditions used as bases for the
products of other modules are still in existence.

(2) The overall high rate of change in the field of
library and information science as a whole
practically guarantees that there will be new

\technical or administrative areas which need to be
included in the finai report but which were not
foreseen or not considered amenable to SOP treatment

- at the time of the preparation of this Design Study.

(3) It can be assumed that the problem of intolerable
annoyance would not exist because of the passage of
time since other visits in connection with this
Work Unit.

Nevertheless any plans td visit or contact Army Technical
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Librarieas in connection with the work of this module should

be careiully coordinated with the Contracting Auchority.

II. Definition and Scope

The primary function of the Capping Module is to prepare
the final product of Work Unit 02/005. In doing this it must:

« Identify and reconcile descrepancies,

o« Determine and remove ovarlaps.

« Fill gaps in existing coverages.

 Determine missing coverages and take care of them.

» Interrelate various parts and items as appropriate.

o« Correct or modify it@ms as required by their changes:

over time,
The Capping Module contractor has one further important
responsibility. That is to recommend t¢to ﬁhe Contracting
Authority any further follow-on or assessment of fhe products
or impacts of Work Unit 02/005 in sufficient detail that the
Contracting Authority could, if it so desires, use that portion
of the Capping Module's report as the auffiélent basis on
which to let a contract for such follow-on or assessment.

Some areas were not covered in any of the modules even
though at least some pért of each was felt to be amenabie to
SOP treatment. This was either because they appeared to ba

- adequately covered by other TISA Project Work Units or because
they did not seem important enough to warrant such treatment.
The following were deliberately put in this category:

e« Personnel
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« Facilities
. ﬁquipment
« Acquisitions
. Classified documents
. Public relations
» Systems design
o Suppoiting services
. Editerial assistanee
;‘ Translation | -

« Repography

Additicns to this list may be made by the Contracting Authority.

I the Capping Module contractor feels that there are other

additions, he should so recommend to the‘Contracting Authority.

| III. Discussioni
'Since what the Capping Module contractor has to do |
depends directly on the products of the other modules of this

Wbrk Unit and on the other Work Units of the TISA Project,

‘little actual detail can be prescribed in advarce. It would,

however, seem that the following sequence of steps for B
' implementing the Capping Module would still be reasonably
invariant over time.

A. Review of In nputs

'The‘first step would appear to be a thorough

| familiarization of the Capping Module contractor with the
everall TISA~Project~and in‘particular with~the purposes

and prednetsief WorklUnit 02/005. This would require ca:efuln,:

B S o e




and detailed analysis of all products and might require

preparation of a cross index or inventory of specific products

or results,

B. Non-Module Areas
This completed, he should be able to identify those
areas {(or functions or elements) which are not adequately
treated in the TISA or Work Unit 02/005 results and with the
concurrence of the Contracting Authority plan the simplest
yet acceptably effective treatment of those areas (on the
understanding that they are felt to be amenable to SOP treatment).

This coverage should then be undertaken.

C. Module Products

The final processing of the products of the Work
Unit modules to put them into final form to go into the
cOmﬁander's Handbook could start anytime after the other areas
to be covered had been settled on as mentioned in B, above.
It is anticipated there will have to be a number of discussions
between the contractor and the Contracting Authority and
poésibly betwaen these and other perscnnel responsible for
the éroductions of the Commander‘s Handbook in the TISA
Project to settle on a format, style, etc., that will be
satisfactory. Since the whole purpose of this module is to
prepare the final product, and since that final product must
include all relevant material from both the other modulas and
the TISA Projecg} the contractor must take care not to start
on any given area until he is certain that all relevant inputs

to it have been produced.




D. Pollow-On and Assessment

The recommendation that the Capping Module contractor,
who will at this point have the most comprehensive, vyet
detailed, view of the entire SOP picture, racommend a detailed
follow-on and assessment plan to the Contracting Authority
is for two reasons. vIn the first place,'circumstances, the
state-of-the-art,‘the degree of‘automation, anéd similar
factors can be expected to still be changing very rapidly
when this Work Unit is completed. If'the Work Unit's product
is truly effective and worth having been done, then it is
worth keeping updated. To determinemthe'Worth of these
products is the other principal reason for an assessment
and follow=-on pian. This should provide for feedback of
one or more varieties after appropriate time intervals to
determine the benefits or detrinents resultingsfrom the

publication of the products of Work Unit 02/005.

Iv. i§pecific Comments

B few specific comments on some of the technical or
administrative areas with whic“ the Cappinq Module contractor"

- must deal are given in this section.

A, Personnel

WOrk;Unitm02/01S.is being relied upon to develop
'guidelines reiative'to steffing levels, personnel structnres,
,etc; The Capping Module contractor must £ill in any gaps |
that may»be left. Among the topics for which guideline

'coveraqe is needed are:

e Recommended grade structure
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« Qualifications (including those established by
the Civil Service Commission.)

« Formulas for calculating the ratio of professional
to non~-professional staff,

B. Facilities

Work Unit 02/014 is being depended on to cover

facilities. The Capping Module contractor must ensure that

the following are included:
- Standards for calculating space required for
users, staff, materials and equipment.
- The needs for such ancillary items as air-

conditioning (for equipment as well as for

personnel), lighting, floor strength, the . ]

placement of control entraances and exits, etc.

C. Equipment
Work Units 02/010 and 02/014 are covering equipment.

o p g

The Capping Module contractor must see that, among others,

the following are included in the output of Work Unit 02/005;
o Guidelines for determining the needs for various
kinds of equipment and for evaluating various I
manufacturers versions of whatever equipment is -

needed. Included among the equipment to be
considered should be photo-reproduction equipment,

mputer ancillaries such as consolas, tele-

communications, microform storage and reproduction

equipment, stacks and furniture.




o Guidelines for deciding whether to rent or buy,

what amortization periods should ba used, etc.

D. Acquisition

Matters which the Capping Module contractor will
have to cover if they are not covered by the products of Work
Unit 02/016 include guidelines for:
o The preparation of rules and regulations governing
procurement of various materials and services.
These will include evaluation of the advantages
and disadvantages of the various methods of
acquisition, lists of sources, methods of evaluating
suppliers, aids in form design and the types of
files that must be maintained.
. Processing versus preprocessing,
« Blanket purchase agreements.
« Selective standing order plans,
Since acquisition methodologies are sometimes governed by the
type of material or service and its source, itAmay be necessary

to treat each type separately,

V. Output
The output of the Capping Module, which will constitute

the final output or product of TISA Prcject Work Unit 02/005
should include guidelines, instructions, explanatory material,
etc., to enable each individual Army Technical Library to
develop and implement standard operating procedures and/or

other appropriate managerial or administrative tools covering
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all areas of Army Technical Library operation believed
amenable to such standard operating procedure kind of
treatment, Such covarage is generally indicated in the
preceding sections and in the overall research design for
Work Unit 02/005. The products which constitute this output
are to be presented in such format, style, completeness,
etc., that they will conform to the input material desired
for the Commander's Handbook to be produced under TISA
Project Work Unit 02/013 and also such that the typical
Army Librarian can be expected to derive therefrom the
necessary statements of standard operating procedures

etc. Graphic, pictorial, tabular or other presentation means
should be used whenever poszible to facilitate this task of

the Technical Librarian,
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